Web Design Planning Worksheet

Stan Adell-Online Design (913) 963-5411
A company Internet website is a modern necessity for a successful business. It is critical for communicating with customers, partners and associates. Changes in technology and government regulations have increased the challenges of maintaining an informative and comprehensive website. A website must provide a creative, easy-to-use experience for users while presenting content that does not expose the company to online risk or litigation, affect user experience, impact brand equity, or drive up site operational costs. This analysis provides feedback and pricing for designing and publishing an effective website. 

Site Goals:

· Enterprise Standards: Maintain consistent look and feel to present unified branding image. Company images and language will be integrated into page templates and header information.
· Relevant Content: Are users motivated to learn more about the company?

· Accessibility: Ensure that site is easy to use and meets requirements of Section 508 (see www.section508.gov) and other statutes mandating access for users with disabilities and to those using different connection devices/speeds.

· Site Integrity: Eliminate broken links, misspellings, slow pages, successful search capabilities (completed keywords, descriptions, titles, alt attributes, etc.); compatible with majority of users’ browsers. Site quality problems may cause users to abandon their research and move on.

· Privacy: Ensure that website maintains privacy of users’ information in accordance with the Health Insurance Portability and Accountability Act (HIPAA) and other laws governing personal data.

· External Content: Verify that all links to external websites are suitable for the enterprise (no pornography, no negative or sensitive content, no competitor endorsement, etc.)
Web Design Plan (to be completed by client)    
Date ____________________

	Site Name
	
	http://

	Client
	
	Phone:

	Project Manager
	
	Phone:


SITE OVERVIEW (Identify the Audience)

Purpose:  FORMCHECKBOX 
 e-Commerce;    FORMCHECKBOX 
 Information;   FORMCHECKBOX 
 Personal

Scope:  FORMCHECKBOX 
Internet;   FORMCHECKBOX 
 Intranet;   FORMCHECKBOX 
 Extranet

Audience:  FORMCHECKBOX 
 Employees;   FORMCHECKBOX 
 Customers;   FORMCHECKBOX 
 Suppliers;   FORMCHECKBOX 
 General Public

Technical Skill:  FORMCHECKBOX 
 Novice;   FORMCHECKBOX 
 Advanced

Subject Matter Knowledge:  FORMCHECKBOX 
 Unfamiliar;   FORMCHECKBOX 
 Informed

TECHNICAL (Identify the typical user configuration)
Current Web Design Assumptions: Modern computers capable of full color 800x600 resolution using version 5 or greater web browsers with Flash Player and Adobe Acrobat reader installed.

Connection Speed:

Dial-Up:  FORMCHECKBOX 
 28.8K;    FORMCHECKBOX 
 56K;   FORMCHECKBOX 
 ISDN

Broadband:  FORMCHECKBOX 
 Cable;    FORMCHECKBOX 
 DSL

Network:  FORMCHECKBOX 
 Intranet LAN Connection;    FORMCHECKBOX 
 1.544 Mbps (T1);   FORMCHECKBOX 
 Other __________________

Hardware:

CPU Speed __________________   Memory ______________________

Monitor:  FORMCHECKBOX 
 15”;    FORMCHECKBOX 
 17”;   FORMCHECKBOX 
 Other _____________  

Screen Resolution:  FORMCHECKBOX 
 640x480;    FORMCHECKBOX 
 800x600;   FORMCHECKBOX 
 1024x768;   FORMCHECKBOX 
 Other _________________

Software:

Operating System:  FORMCHECKBOX 
 MAC;    FORMCHECKBOX 
 PC Windows 95/98;   FORMCHECKBOX 
 Windows 2000/XP

Browser:  FORMCHECKBOX 
 MS Internet Explorer v_____;    FORMCHECKBOX 
 Netscape Navigator v_________

 FORMCHECKBOX 
 AOL;    FORMCHECKBOX 
 MSN;   FORMCHECKBOX 
 Other __________________

Plug-Ins:  FORMCHECKBOX 
 Flash;   FORMCHECKBOX 
 Acrobat Reader;   FORMCHECKBOX 
 Real Player;   FORMCHECKBOX 
 Other_________________

COMMENTS:
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	Site Name
	
	

	Client
	
	

	Development Team
	Stan Adell, Site Designer
	(913) 963-5411

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


WEB DESIGN IMPLEMENTATION

	Vision Statement
	

	Competitive Analysis
	

	Strategy
	

	Tactic
	

	Metaphor Usage
	

	Mindmapping/Brainstorming/Storyboarding:



	Skill Resource Summary




TECHNOLOGY

	Lowest Common Denominator Limits
	

	Hosting/Updates
	

	
	


WEB SITE DEVELOPMENT WORKSHEET (to be completed by client)
Answering the questions on this worksheet will help us create your professional and effective web site.
Project Summary:
State general project information, goals, and relevant background information for your site. This paragraph should be a statement overview of the project as a whole.

1. What is the basic overview of the project? Briefly include background information if relevant. 
2. What is the single purpose of the new site?

3. What are the secondary goals of the new site?

4. What are the long-term goals?
Audience Profile:
Profile the target audience. Provide enough detail to enhance everyone’s understanding of who the audience is. Include some user demographic information. Our goal with this section is to answer the following: Who is the target? What do these people care about? And what do they do online on a daily basis?

1. Who is your target audience? Choose a typical user and profile in detail. Include occupation, age range, gender, online frequency, online activities, and any other relevant information. Profile more than one if applicable.

2. What is a typical task the user might perform on the new site? (For example, register, log on, search for information, buy a specific product, send their email address, call for more information.)
Perception/Tone/Guidelines: 
How should your target audience respond to your new online presence?

1. What does the target audience think and feel about the company?

2. What do we want them to think and feel?

3. How will this new website help achieve this goal?

4. What adjectives can be used to describe the way the website and the company should be perceived by the target audience?

5. What are some specific visual goals the site should convey?
Communication Strategy: How will you convince the target audience?

1. What is the overall message you are trying to convey to your target audience? (For example, cost-effective, secure, reliable, efficient.)

2. How will you convey the overall message? (For example, effective messaging through copy, directed path towards goal, specific offer on home page.)

3. Identify stages of development (if appropriate) used to execute goals.

4. How will you measure the success of the site?

Competitive Positioning: How you are different from your competition and the factors that will make you a success.

1. How is your company or your web presence different from your competition?

2. What specifically sets your company apart from your competition?

3. What areas of the current site are successful and why?

Targeted Message: State a single-minded word or phrase that will appropriately describe the site once it is launched.

THE EXPANDED TECH CHECK (For Custom Site Package)
These questions will help determine larger-scale technology issues that may include high-level programming and backend development needs. This is used initially as a checkpoint at a very basic level to identify client expectations. 

1. Please identify whether you currently use any of the following features. Describe in as much detail as possible. (Check all that apply and describe briefly below.)

__Search engine

__Personalization (login/cookie set)

__Registration

__Security features

__Survey/voting tools

__Email newsletter distribution

__Other 

2. List any other features that you hope to add to your site, now or in the future. 



3.  Are there or will there be any e-commerce transactions on the site (i.e., secure transactions, interface with inventory database, and fulfillment)?



  

__Yes (Please describe in detail below.)

__No 

4. Is there or will there be login, registration, and/or personalization incorporated?

__Yes (Please describe in detail below.)

__No

5. Do you currently or will you in the future use a content management system (useful, for example, in the management of e-commerce inventory or text-publishing databases) to dynamically update and deploy content?



  

__Yes (Please describe in detail below.)

__No

6. Does the site need to integrate with any preexisting database system? If so, what kind of database is currently being used (e.g., FileMaker, Access, SQL Server, etc.)? 

7. Will you be using any scripts or code that have already been established? Are they server-side or client-side (if known)?

__Yes (Please describe in detail below.)

__No

8. Please list names and contact information for the current tech lead and any third-party vendors/providers that we may need to talk with to gather additional details. 

THE MAINTENANCE SURVEY (For Custom Site Package)
This survey is designed to help you determine how your site maintenance will be addressed after launch. Answer the following questions briefly and clearly and to the best of your knowledge. 

General Information

1. What areas of the site will be regularly updated (e.g., news, photos, products, reviews) and how often (e.g., daily, weekly, monthly, quarterly, annually)?

2. Describe the maintenance team and individual responsibilities and time allocation, if known. 

3. How will the site be updated? Will you be inputting content manually into HTML files or will you be considering using a content management system to dynamically update and deploy content?
4. Who is responsible for maintaining the site from a technical standpoint, and what is this person’s technical expertise level? What experience and capabilities does he or she have? Will the person require training?

5. Who is responsible for making graphic changes on the site? Will the person be using existing design templates when making changes or additions? What is his or her design expertise level?

Content Creation

1. Who is responsible for creating the content for the site? Is this person able to dedicate part- or full-time resources to content creation?

2. Who is responsible for approving look-and-feel changes (as the site expands) to ensure that the quality of the site is maintained?

3. How often will new sections or areas be added to the site? Will they be based on the existing site’s template or be independent sections?

Production Expertise

1. What technological expertise is necessary to update the site (basic HTML knowledge, light scripting knowledge)?

2. Is there an automated process of changing content on the home page (an automatic refresh of images or text each time a person comes to the site, a randomly generated quote, or a date change)?

Promotion

1. How will the user know the site has been updated? Will there be email announcements or specials tied into the site updates?

2. Who is responsible for continued search engine and keyword updates and submissions? How often will keywords and META tags be revised?
Meta-tag Creation Worksheet
This worksheet focuses on three meta-tag areas:

<TITLE> 

<META NAME=“keyword” CONTENT=”xxx“>

<META NAME=“description” CONTENT= “xxx”>

	1
	Basic Company Information

	
	Company name
	List company name, parent company name and any derivatives, including misspellings or abbreviations.

	
	Company description
	Write a brief description about the company (20 – 30 words) which will be coded in the <META NAME =“description”> and appear in search engine results.

	
	Key principals/ management team
	List names and misspellings of all key individuals in the company, (include maiden names if a principal recently married).

	
	Index/homepage title
	Create a <TITLE> tag for your home page that is clear, descriptive and concise. This content usually appears as the linkable text when your site is returned as a search criteria match.  

	
	Location
	Relevant cities, states, regions or areas.

	2
	Industry/Service Information

	
	Key industry terms or buzzwords
	List all key industry terms that describe your business, services, and offerings.

	
	Products or services offered
	List any and all key products or services offered, list specific product names if relevant.

	3
	User-Oriented Information

	
	Sample searches
	How might your target audience search for your site? Come up with several sample search queries for different results, industry-, job-, investor-, product-, or service-related.

	
	Theme & content
	What is the theme of your site? What kind of content do you have on your site that users might find relevant?

	
	Sub-page searches
	Besides the home page, are there any other sections of your site that users might find and go to directly? If so, create <META> information for these sub-pages.

	
	Key Phrases
	What might someone trying to find you type in when they search? Think, especially of people who don’t know who you are. “bed and breakfast” isn’t as good as “bed and breakfast in san francisco” or “small hotels in san francisco”. Be creative. Think like your users.


