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	AFFINITY CREATIVE WEBSITE PLANNER
	



	A Practical Guide to Planning Your Web Presence

Web projects require careful planning. Often organizations find they know they need a new website but aren’t quite sure how users will interact with it, what their needs will be, how they will handle the project internally and how their staff will manage the site on an ongoing basis.

It is in the planning stages that these issues should be considered. Addressing them at an early stage is vital to ensuring that the ultimate solution is the best fit, for both external and internal site users, and aligns with the overall organizational goals for the site.

Help Me Help You

Client input is the foundation of my development strategy. I’ve put together this planning guide to help me learn about your goals, target audience, competitors, existing site and how to make this particular project a success. After you have completed this planner, I will be able to tailor the design and development work of your website to suit your specific needs.

Please take a moment to answer all questions applicable to your website project. Please be clear and thorough. The more detail you provide, the better I can understand your website needs. If you have any additional notes or comments, feel free add them at the end of the planner. 
	How do we approach this planner?

One of the best ways to complete this website planner is to edit this file directly in Microsoft Word. Or, you can print it out, and write in your answers. Use the notes and questions in the left-hand column to guide your responses. Alternatively, if you already have a website brief, please send it to me.

We need some help.

That’s fine. I am here to answer any questions you have and help you every step of the way. In most cases, I can help you fine-tune your plan at your initial consultation.

For help with this planner, please feel free to:

· Give me a call: 202.713.9213
· Or send me an email: adrienne@affinitycreative​.com

We have finished our plan, now what?

First, save and print a copy of your completed website planner for your records. Next, send the planner to me via:

· Email: adrienne@affinitycreative.com

Then, I will provide you with an estimate for your project, which can be viewed and accepted online.

Congratulations! Reward yourself. You deserve it. Thank you for taking the time to begin planning your website. I look forward to reviewing your website vision and requirements.

What about confidentiality?

Don’t worry. You can be assured that any and all information you supply to me will be treated as strictly confidential. I take privacy very seriously and at no time will I sell or pass on your contact information to any third party.


	Client Profile

Thank you considering Affinity Creative as a partner in the design and development of your website. I am dedicated to helping you build a site that meets your needs and will generate measurable results. Before we get started there are a few things I need to know.

1.
Organization Name

What is the name of your business or organization?

2.
Contact Information
What is the address, phone number and fax number at your primary location?

3.
Organization Overview
What does your organization do? How long has your organization been in existence? Describe your organization’s core products and/or services? How many employees do you have? In what industry(ies) does your organization operate?

4.
Vision
What is your organization’s vision statement? What does your organization want to become?

5.
Mission

What is your organization’s mission statement? What does your organization do to accomplish your vision?

6.
Values
What is your organization’s value statement? By what core values does your organization govern itself?

7.
Key Contact Name and Position/Project Role
Who will I contact for questions regarding this project and what position or role in this project does this person have?

8.
Key Contact Phone Number

What is the phone number of the key contact listed above?

9.
Key Contact Email Address

What is the email address of the key contact listed above?

10.
Key Decision Maker

Who has final approval on this project?

11.
Key Stakeholders
Are there any other people that affect the project progression (e.g., board members, committee members, consultants, etc.)?
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	Project Overview

12.
Project Name

What is the name of this particular project?

13.
Website URL

If you have an existing website, what the Internet address? If this is a new site, what would you like the address to be?

14.
Type of Website

What type of website do you need?

15.
Project Summary

Provide a brief description of this project.

16.
Project Status

Describe the current stage of this project.

17.
Project Background

Describe any work that has been done toward designing or redesigning a new website, including previous versions, personnel, third-parties, draft content, etc.

18.
Intended Launch Date

What is the intended launch date for the site?

19.
Time Constraints

Are their any time or calendar constraints or requirements? Are there any factors or related projects that could impact the schedule (e.g., new product launch, marketing campaign, special event, etc.)

20.
Scheduled Meetings
Are there any scheduled or preferred dates where team members or key stakeholders may meet to make decisions?

21.
Budget Range

What is the budget for this project? Is there an acceptable budget range, depending on the level of services provided?

22.
Staged Development

Is this project to be completed in stages in order to accommodate budget and/or timing constraints?
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	Purpose and Goals

Why do you want a website? Be honest with yourself. It is natural for the initial answer to be ‘‘to make money’’ or ‘‘everyone else has one,’’ but if you never refine your purpose beyond that, your site will not be successful.

Form follows function. The content and design of your website should reflect both why you are creating it and why people visit it. Start by focusing on the results you want to achieve from your site.

23.
Website Purpose

Briefly decide the site’s concept and what service it seeks to provide? What do you want your website to do? This is a vital issue that absolutely must be discussed before any work is done on your website. If not discussed, you may end up with a website that has no real purpose and little potential for a decent return on your investment.

24.
Goals and Objectives

What are the business goals and objectives for this website?
25.
Critical Success Factors

For the site to succeed, the results must be measured. What result(s) will be reflective of success? How will you know?

26.
Tracking Success

What is the particular number or statistic that will allow the success of the site to be measured?
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 Establish Web presence


 FORMCHECKBOX 
 Enhance organization’s image


 FORMCHECKBOX 
 Increase brand awareness


 FORMCHECKBOX 
 Promote better public/customer relations


 FORMCHECKBOX 
 Increase product/service sales


 FORMCHECKBOX 
 Improve access to information


 FORMCHECKBOX 
 Improve user-friendliness of site

 FORMCHECKBOX 
 Generate requests for information


 FORMCHECKBOX 
 Survey customers/prospects


 FORMCHECKBOX 
 Develop list of prospects/leads


 FORMCHECKBOX 
 Build database for contact/mailings


 FORMCHECKBOX 
 Improve customer service

 FORMCHECKBOX 
 Improve staff productivity


 FORMCHECKBOX 
 Recruit new employees


 FORMCHECKBOX 
 Support existing marketing efforts


 FORMCHECKBOX 
 Generate advertising revenue


 FORMCHECKBOX 
 Reduce customer support costs


 FORMCHECKBOX 
 Reduce existing advertising costs
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 FORMCHECKBOX 
 Increased site activity (visitors or hits)


 FORMCHECKBOX 
 Increased visitor information requests


 FORMCHECKBOX 
 Increased sales/leads generated


 FORMCHECKBOX 
 Positive visitor feedback


 FORMCHECKBOX 
 Reduced customer support expense

 FORMCHECKBOX 
 Ease of site maintenance


 FORMCHECKBOX 
 Number of new clients generated from the site


 FORMCHECKBOX 
 Realize online sales goals


 FORMCHECKBOX 
 Reduced customer support expense

 FORMCHECKBOX 
 Number of newsletter subscribers
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	Defining Your Audience

Time for some surprising news—we aren’t building a website for you. We’re building a site for your clients and customers. Only by meeting their needs will the site be successful. Who is your intended audience? What are their needs? Your response to these questions will help determine the type and level of detail the information on your site should provide and can make a large impact on how your website is designed. 

27.
External Audience

What types of visitors would you like to attract? While many groups will visit your site, you should limit your focus to the 2-3 most important. Is your website targeted at other businesses, consumers or both?

28.
Audience Profile(s)
Take a moment to brainstorm about the typical users that will visit your site. Describe their personas. What would they need to find in order to convince them that you can meet their needs? Think about specific information and features that will best answer their question or provide them with useful services and solutions. Provide more than one profile, if applicable.

29.
Primary User Actions

What are the primary actions users should perform when visiting your site? What are you trying to make it easy for them to do? (e.g., search for information, sign up for an account, purchase a product or service, view media, etc.)

30.
Desired User Actions

What actions do you desire users to take when coming to your site? What are you trying to get them to do?

31.
Desired User Perception

Use a few adjectives to describe how users should perceive the new site.

32.
Site Accessibility

What is the lowest technical level of user for which you wish your website to be accessible?

33.
Repeat Visitation

How often do you want visitors to return to your site?
Will the site be an ongoing resource?

34.
Market Location

Where is your market located? Answers to this question will determine some of the content. For example, if more than one language is required or maps or driving directions for local customers/clients is needed?
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	Competitor Analysis

To ensure you stand out in your industry and don’t get left behind, let’s take a look at your competition and see what they are doing. Understanding the players helps us plan a winning strategy. Identify the sites of competitors and others that may provide direction on the content, feature set, look-and-feel, etc. for your site. What are you aiming for?

35.
Main Competitors

Who are your main competitors? Where are they located?

36.
Competitive Advantage

What is it that sets your organization apart from the competition? Why do customers choose to do business with you? (e.g., strong brand/name recognition, market leader, customer service, expertise, community involvement, better pricing, better value, location, effective strategy, unique product/service, etc.)
37.
Competitor/Industry-Related Sites

This part of the planner is very important. The more work you put into it, the more your project will benefit. Find at least three high quality sites (more is better) that relate to your project in the following categories:

· Branding in a similar situation to yours (new company, new brand, established brand, etc.)

· Target customer appeal

· Colors, look-and-feel, user interface, layout

· Size of site

· Publishing model (frequency, novelty of content, etc.)

· Attracting new people to the site (newsworthiness, giveaways, impact, etc.)

· Quality of content

· Quality of graphics

· Functionality (things sites do for people)

· Community, special features, responsiveness, other categories important to your project

· Overall favorite sites (for whatever reasons)
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	Content and Design
Information forms the basis of every successful website and helps to guide the design. An attractive, easy to navigate, fast site that lacks good content may win awards, but won’t produce results. Your website will succeed to the extent that your information and your audience’s needs overlap. As you review the sites you have visited, analyze how they have met the needs of their visitors. 

38.
Site Structure

How will you organize your information? What are the major content sections of your website? In its entirety, the site will consist of how many pages? What are the pages that will be included under each section? Categorizing the information on your website is often the most difficult decision. The book metaphor is helpful in thinking about site organization.

· There should be a of table of contents - site index

· Similar information should be grouped together - intuitive global and local navigation

· Information should flow from simple to complex - scannable/readable content

· Related topics should be cross referenced

39.
Content Development
Where will the content be sourced from? Will it be new, repurposed or both? How much content do you have? Who will be responsible for the content development? Will you need a copywriter? Original content written specifically for the site is best. Existing copy can be used, but usually requires editing for viewing on the Web.

40. Design Style
To the best of your ability, use words to describe the style of design you are seeking for your (e.g., clean, balanced, modern, etc.). 

41.
Branding Guidelines

Does your organization have existing branding guidelines (color system, fonts, tagline, message, etc.) that you wish to incorporate into the website? A website should fit seamlessly into and enhance an organization’s brand.

42.
Existing Media

Do you have existing media (brochures, images, etc.) that are to be used or converted for use on the Web? Please note: all files must be delivered before the start of the project.

43.
Additional Development

List any identity development (logos, promotional material, etc.) that needs to be created for this website.
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	Technical Requirements

If you are familiar with your technical requirements, you can complete the details below. If not, this is something that is best left to discuss with me after your target audience has been defined.

44.
Target Browsers

Different browsers have different idiosyncrasies and capabilities. Most people use some version of Internet Explorer. If your audience has a different preference, you should take that into consideration.

45.
Functional Requirements

Functional elements add interactivity or ease of use to the site. Please keep in mind that sophisticated functions add considerably to cost.

46.
Merchant Account and Payment Gateway
If you have a need for secured transactions (ecommerce), do you have a merchant account and payment gateway?

47.
Site Security

Will you be dealing with private financial, medical or proprietary information, like credit card numbers, medical diagnoses or trade secrets?

48.
Hosting Provider

Who is your hosting provider? Will you need me to provide domain registration and hosting support? Make sure the package you purchase includes all the functionality you need, as well as room for expansion.
49.
Account Information

I require the account username and password to access the server so that I can upload the site and test it.
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 Internet Explorer 6.0 and up


 FORMCHECKBOX 
 Internet Explorer 7.0


 FORMCHECKBOX 
 Internet Explorer 8.0


 FORMCHECKBOX 
 Firefox 1.0 and up


 FORMCHECKBOX 
 Firefox 2.0

 FORMCHECKBOX 
 Firefox 3.0


 FORMCHECKBOX 
 Safari 1.0 and up


 FORMCHECKBOX 
 Safari 2.0 and up
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 FORMCHECKBOX 
 Site Search

 FORMCHECKBOX 
 Content Management System

 FORMCHECKBOX 
 Photo gallery

 FORMCHECKBOX 
 Video/Broadcast/Podcast

 FORMCHECKBOX 
 Opinion polls/Surveys

 FORMCHECKBOX 
 Ecommerce/Shopping cart

 FORMCHECKBOX 
 Product Catalog


 FORMCHECKBOX 
 Third-party software integration

 FORMCHECKBOX 
 Discussion forums/Blog


 FORMCHECKBOX 
 Mailing list/Newsletter distribution


 FORMCHECKBOX 
 Maps/Driving directions


 FORMCHECKBOX 
 Job postings/Online application

 FORMCHECKBOX 
 Online registration

 FORMCHECKBOX 
 Contact/Feedback form


 FORMCHECKBOX 
 Password protected areas


 FORMCHECKBOX 
 Calendar

 FORMCHECKBOX 
 Directory

 FORMCHECKBOX 
 Download areas

 FORMCHECKBOX 
 Database

 FORMCHECKBOX 
 Mobile device compatibility
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	Marketing and Promotion

No matter how appropriate your website design, its success depends on its ability to attract first-time visitors. Promoting your site starts during the development, with attention to search engine requirements from the outset.

50.
Drawing Visitors

What will you do or provide to make your website stand out from the competition and keep visitors coming back?

51.
Site Marketing Strategy

How will you continually market your website? Do you have an existing marketing strategy to promote the website? Marketing your website is key to getting people to visit your site. By marketing your website you are giving people the address to find you. 

52.
Site Description

This description is what many search engines will display next to the site’s title. Good descriptions are succinct, without “marketese”. (Should not exceed 200 characters)

53.
Key Words or Phrases

These key phrases are what you think your visitors will be looking for when they want to find you on the Web. Think like they do. Add locations, problems to be solved, products and common misspellings. Avoid trademarks. (Include 20 - 30)

54.
Site Popularity Goals

How many visitors does your site currently attract per day? What is your short term goal for the number of visitors to your site per day? What is your long term goal?
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 Website sponsoring
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 Marketing collateral
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	Maintenance

A website is a process, not a goal. Stale, tired sites are an invitation to failure. Inaccurate or out-of-date information will result in loss of the visitor to another site that promises more relevant content.

55.
Maintenance Frequency

How often will new content be added and reviewed for accuracy? Will the site remain mostly static or will the site change frequently and over multiple sections? How much staff time will be needed to update the content?

56.
Content Management

Who will be responsible for updating the content? Do they have the necessary skills? Will they need training or additional software to update the site?

57.
Back-End Maintenance

Who will be responsible for maintaining the back-end functionality of the site? Do they have the necessary expertise to maintain these functions or will you need to train staff or outsource?

58.
Future Plans

What are your future ideas for the website? Plans will almost always change, but you can save a lot of time and money by anticipating the future. This will allow me to build a more scalable website that will adapt more easily to future enhancements.
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	Final Thoughts

Is there any other information you’d like to share with me? Please take as much space as you wish.
I like to give credit where credit is due. Please let me know how you heard about Affinity Creative.

Every now and then, I like to update my clients on what’s going on at Affinity, let you know about special offers and promotions, provide valuable tips and ideas on branding and how to get more from your website. May I add you to my mailing list?
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