
Design by Elle Project Worksheet

The following document is a simple outline to assist you, as a potential client, in providing me with sufficient information to understand the basic scope of your project needs and identify the cost and timing associated with the project.

1. Customer Details

1.1 Company name:

1.2 Contact person:

1.3 Contact email:

1.4 Contact phone:

1.5 Contact address:

1.6 Current or intended website address:

1.7 Primary person for final approval:

2. Project General Overview

2.1 Briefly describe your project and scope of current needs


2.2 What is the purpose of the project? What would you like to achieve?


2.3 How soon do you need the project completed?


2.4 Do you have a specific budget range in mind for this project?

3. Company Background

3.1 Briefly describe the company: for example, what is the business concept? What products/services are provided?


3.2 What are the company’s objectives in business terms? What is the 5-year vision for the company?


4. Target Audience

4.1 Who is your primary target audience? Please prioritise in level of importance


4.2 Please provide general demographics information of the target audience (i.e. age group, gender, income level, mindset, technology level, browsers used)?


4.3 What do you hope your audience will get out of your project?


4.4 What specific information or services would your audience be looking for?


5. The Market

5.1 Describe the industry and the market your products or services are in.


5.2 What makes your products or services unique?


5.3 What is the decision-making process customer use when they purchase your product? Is it price, quality, product integration, service…?


5.4 In what ways do you market? How do you reach new customers?

6. Branding

6.1 The Competition

6.1.1 Who are your main competitors? What are their strong points? And weaknesses? Please provide links where possible

6.1.2 How do you differ from your competitors? What are your key differentiators?

6.2 Brand Positioning

6.2.1 What does your brand stand for in the customers’ mind? How do customers perceive you? How do they relate to you as opposed to your competi​tion?

6.2.2 Why should they care about you? How do your products impact them or their business?

6.3 Brand Style and Tone

6.3.1 What is the overall message/image you wish to portray? Do you have any specific genre, culture or style in mind? What look and feel would you like for the project? What colours and/or imagery would you have in mind? 

6.3.2 Do you have an existing logo?

6.3.3 Do you have a tagline or slogan? And if yes, what is it?

6.3.4 Do you have any branded materials such business cards or stationary? Should the website be consistent with any collateral marketing materials?


6.3.5 What adjectives describe your brand? Select how users should describe your new website by choosing from the adjectives be​low. Some sets intentionally overlap each other in meaning or are similar.

Conservative

Neither

Progressive

Cold


Neither

Warm

Traditional

Neither

Innovative

Fun


Neither

Serious

Masculine

Neither

Feminine

Casual


Neither

Formal

Energetic

Neither

Laid Back

Trendy


Neither

Classic

Spontaneous

Neither

Orderly

Loud


Neither

Quiet

Solitary


Neither

Popular

Unique


Neither

Familiar

Young


Neither

Old

Fresh


Neither

Established 
7. Website Specific

7.1 If the web site is to be redesigned, what are the reasons for the redesign? What shortcomings exist on your current website?


7.2 Have you conducted usability tests on your current site? If so, please include your findings
7.3 What is the approximate size of website expected?


7.4 Do you have any special features and/or functionality in mind?


7.5 Please list websites that you like their design? And why?


7.6 Please list websites that you dislike their design? And why?


8. Content

8.1 Content Outline: what subjects, in order of priority, do you want to cover on the website?

8.2 Will the existing website content be used? Or do you require professional copywriting services? If yes, how many pages?


8.3 Do you have existing images or promotional materials? Are the materials in electronic form? Do you have any professional photos ready for the new website? Should purchasing stock photography be factored in to our quote?
8.4 Who will be responsible for maintaining the website or providing new content?
9. Additional Comments or Questions for Me

Please take as much space as you wish. 

Thank you for taking the time to fill out my worksheet. Once completed, please return this document to me via email to elle@designbyelle.com.au
w: � HYPERLINK "http://designbyelle.com.au" ��designbyelle.com.au�


pobox 1135, Ballina, NSW, 2478


email: � HYPERLINK "mailto:elle@designbyelle.com.au" ��elle@designbyelle.com.au�


phone: 0419-406410
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