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The purpose of this project worksheet is to help you organize your thoughts for your website, provide a little bit of a background for you and your project, and to help me get a feel for what will be involved. Not all questions will be applicable but for the ones that do apply, please answer them in as much detail as possible.

Once complete, please email the completed worksheet to info@gelfanddesign.com  so I can review it and provide a proposal based on your needs.

Contact Information

Please provide your name and any contact information I’ll need to get in touch with you throughout the course of the project.
Is there anyone else who will have a voice in the project? Please provide their contact information as well.
What is the best way to get in touch (phone, email, etc.)? When is the best time to get in touch? If there is any time or any day when contacting you is a problem (working hours, family events, etc.) please let me know. 
Tell Me About Your Project

Briefly describe yourself, your company/organization, whatever the case may be. Who are you, and what is it that you do? 
If you have an existing site, what is the web address?
What are you hoping to accomplish with your website? Are you selling a product? Promoting a service? What is your site going to do for you when it’s completed? 
If you have an existing website and are looking to have it improved, what are the issues that need to be addressed? 
Who are your competitors? Please list two or three competing websites with links provided. Also, please comment on the strengths and weaknesses of your competitor’s sites. 
Who will your target audience be? 
Your Branding

Do you have a logo? If not, will you need one to be created for you?
Do you have any existing promotional materials that may use a look or style specific to you or your company?
What style are you going for visually? What is the desired look and feel? Samples would include minimal, elegant, vintage. If there is a desired color scheme, please provide that as well. 
Please provide links to any sites you feel could be used as inspiration. These sites could include a color scheme you like, a layout you feel is appealing, or a use of imagery you feel could be a fit for your brand. This list is meant to illustrate your likes and dislikes in a way that text may fail at conveying. 
Features And Scope

How big will your site be? How many pages?
How will updates be handled in the future? Is there someone within your company that will be maintaining the site, will you be maintaining it yourself, or would you like me to handle all future updates? 
Would you like the site to be built with a content management system? If so, do you have a specific one in mind? (If you don’t know what a content management system is or if you have any questions about them at all, feel free to ask.)
Will the site make use of any specialized functionality? (blogs, e-commerce, forums, etc.) 
Time & Money

What is the deadline for the project? If there are set milestones that must be reached on certain dates, please list them. 
What is your budget for this project? 
Thank You!

Thank you for taking the time to complete this worksheet. Please email this completed document to info@gelfanddesign.com and I’ll get back to you with a proposal.
Amy Gelfand


512-244-7880
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