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Dear Sir / Madam,
Please provide as much input into the foundation of the brief as possible. This input should also continue throughout the process of the design and development.

We believe, more information you can provide us with from the outset and the more involved you are, greater the satisfaction and reward you will feel on completion of the development. 

Each key part of the worksheet should be filled out by the relevant person in charge. This will iron out problems before they arise.

If there are any areas or questions that you don’t feel are relevant to this project, please just skip them, we can always come back to it if needs be. Please also add any additional notes or requirements to the end of the document. 

When completed, please email this document to rana@ebizzsol.com
The details you provide here forms the foundation of our proposal and they are key to the success of your project.
General Information

1. What is the name of your company, your current or intended URL (website address)?

2. Describe your company in a short paragraph.

3. Describe the products / services or concept that you intend to sell / provide.

4. Who is your intended audience (age group, gender etc…)? We will cover more on this further on into the worksheet, just keep it brief here.

5. Do you have a specific launch date in mind and does this date tie into anything else (trade show, conference etc…).

6. Who are the main contacts from your company and who has the final say on the project? Please list all the relevant names, titles, phone numbers and email addresses.

7. What is your intended budget for this project?

Current website or design (Please ignore if you don’t have any website) 
1. What are, in your opinion, the best and worst aspects of your site / design? Please describe the reasons behind your choices. 
2. If you had to choose one specific aspect of your current design that you feel is a success and one specific aspect that is a failure, what would they be and why?

3. If you could, what would be the three things you would change now?

4. If you’ve conducted any usability testing on your site / design, what were the findings and reports of these? Please attach here.

5. How important is your current logo and branding? Is it your primary concern to keep the look and feel inline with your current branding (colours, look and feel)?

Goals and objectives

1. Please tell us your main reasons for deciding to commission a new site/design. 

2. What are your main objectives for the site? (An increase in sales, marketing campaign, decrease in phone calls etc…) 

3. In what way will you measure the success of this?

Audience and Desired action
1. Please give as much information about your current and or intended users. (Age, profession etc…)

2. What do you want the visitor to do once they find your site? (Make contact, sign up to a mailing list, become a member etc…)

3. Why will your users choose your products/services over your competitors?

Perception and aesthetics

1. What should your users feel when they visit your site or view your design? Please describe using as many adjectives as you can. (Friendly, corporate, trustworthy, fun, innovative, technical, cutting-edge etc…)

2. Describe your site’s/design’s intended look and feel. (Colourful, modern, traditional, minimalist, bright, dark, fresh, up-to-date, easy on the eye etc…)

3. How does your company differentiate itself from the competition, in terms of design and feel?

4. If you have specific URLs of your competitors, please list them here. Also, please describe what you do and don’t like about these sites.

5. Please list the URLs of websites that you like or find interesting/compelling. What specifically do you like/dislike about them?

Logo and branding

1. What is the intended communication of your logo or what would you like to communicate?

2. What is the emotional response you would like your customers to feel when they view your logo?

3. Attach any logos you like here and explain what and why you like/dislike them.

4. What colours and imagery convey the tome and personality of your company?

5. What should your tagline be?

Content and structure

1. If you have planned the structure and layout of your site please attach it here. If you haven’t planned this yet, will you require assistance?

2. Will the site use existing content? For newer copy, who will be providing this? Please provide name, title, number and email.

3. Approximately how many pages or sections will your site have?

4. Who will be responsible for maintenance/updates of the site? Again please provide all the relevant contact info. Please also provide technical knowledge and experience.

5. Will you require updates/maintenance to be carried out by us?

6. Will you require a CMS (content management system)? If so please specify the features you need. (Administrative levels, page creation, section creation, shopping cart etc…)

Marketing

1. Do you require search engine marketing? (Getting your site into the top results of the search engines)

2. If yes, what keywords or key phrases do you have in mind? (Please supply as many as possible)

Additional Comments

We’ve tried to keep this worksheet as general as possible, but every project is unique. Please feel free to add any extra information you think will be helpful. 

Thanks for your trust and interest in eBizzSol.
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