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	{ Website Planning Worksheet }

	Contact:
Max Ferman, M.Ed
info@max-inc.com
415-286-8826
	August 19, 2011 FORMTEXT 

January 17, 2007

Max-Inc.com

Website Design Client Support
http://maxferman.com/cs


We have created online resources to help you plan and organize your website project with us. Our Website Planning Worksheet will help us understand your requirements and better design your site.

Before we begin any work, we ask that all clients please complete our Website Planning Worksheet and submit all of your content so we may do an accurate content inventory, and develop a Project Plan and Budget .

Please complete this worksheet before we begin work on your project.  
Please save this doc to your computer, complete the form items,  and send it as an attachment to info@max-inc.com
1. Introduction and Contact Information
	Organization Name:
	     

	Contact Name:
	     

	Contact Email:
	     

	Contact Phone/Fax:
	     

	Contact Location:
	     

	Worksheet Deadline:
	     

	Website Launch Date
	     


2. Define Objectives/Goals 

· What are the short- and long-term goals of the site? 

     
· Who are the intended audiences? 

     
· What do you want to accomplish with this site?

     
· What do you want your users to accomplish with this site?
     
3. Basic Design Preferences * required
To give us an idea about your style preferences, please provide sample websites that you like, with regards to the characteristics listed below.

	General: * 
	     

	Good Color Use: *
	     

	Good Layout: *
	     

	Good Navigation: *
	     

	Good Text Presentation: *
	     

	Other Sites you like:
	     

	Other
	     


4. Design Specifications 

We need your input before the we can start designing the webpage. Here are some of the basic design elements: 

For Wordpress the first thing I would recommend is that you consider using a theme from Theme Forest.  ( http://themeforest.net/category/wordpress) This will save you both time and money, as well as give us the support if needed.  Theme Forest.is extremely reputable. I use them often.  An article   appeared in Web Design TutsPlus http://webdesign.tutsplus.com/articles/roundups/the-best-of-themeforest-may-2011-edition/ showing their best of for May 2011.

Take your time and look at the WordPress themes that catch your attention.    Not only for design but for functionality.   Wordpress themes can either be used as is, or modified in any way you see fit.   So if you like one thing about one theme, but don't like something on another, we can often work with the CSS to create a hybrid for you.  Colors as well.

We also want to make sure the theme has the plugin support that your site requires, aka Widget Ready -  i.e. video, SEO, etc.

5. Site Structure and Organization 

Organize your site in the format shown below.  Start with your Home Page.  The major Categories of information you listed in the previous step will link from the Home Page.  Pages containing specific information will link from the category pages.  Here’s and example of what your website architecture might look.

Please attach site map or site outline under separate cover *
6. Special Features
Do you need any special functionality such as online donation, feedback forms, or other special items?  Please list. *
·       
·       
·       
·       
·        

7. Web Hosting & Related Tasks 

Domain Name Registration: 

If you don't have a domain name (think of it as your own unique address on the web), you can check and register it at one of the following service providers 

See: Top 10 Web Hosting — Best Website Hosts 2011 (http://webhostinggeeks.com/)
Hosting Service Provider 

 If you don't already have one, you should select one before we begin the work. *
     
Please provide FTP login information:
Host:       
Login:      
Password:      
8. Design / Implementation Roadmap
Every significant Web project poses unique challenges, but the overall process of developing a complex Web site generally follows these major stages:

1. Define the Specifications
First we analyze your goals and the project benefits. We determine your expectations and the desired site content. An overall strategy, time line and cost estimate for production is established.

2. Site Map, Color Palette, Mock-up: 
This is the graphical representation of what the site's going to look like. We will present 1 version for the organization to select from. The client can request minor changes to be done to the selected mock-up design before finalizing. 

3. Template/Prototype:
Create web-based template based on the approved mock-up of the page design.

4. Content Implementation:
Before the start of a project the client must provide all final and edited content. Content is added to the templates.

5. Site Navigation Structure 
Code is written, and the menu or site navigation system is developed.

6. Other Implementations:
Any special implementations like forms.

7. Client Review
The site is uploaded onto our server for the client to review at any time. Revisions plus new or modified requirements are obtained from the client. Again, this is an iterative process and user feedback is again integrated into the site.

8. Full Testing and Debugging
After final review from the client, the site then undergoes complete testing and final revisions are incorporated. Final approval is obtained from the client. The website is submitted to the client for Alpha and Beta testing. (About one week to get feedback, and another week to make changes for each phase of testing).

1. Alpha Testing (1-week)
- feedback - make changes 

2. Beta Testing (1-week) )
- feedback - make final changes ready to launch site. 

7. Launch the Final Website:
The final version is uploaded to your server for site launch!

This entire process can take from three weeks to three months, depending on the complexity of the project. 

We look forward to working with you!
Max-Inc.com
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