Website Worksheet Introduction
This worksheet is to help me gain an understanding of what your business or organization is and how you want your website to represent you. This will also help you organize all of your site’s information and leave less room for error which in turn means faster production time. All the information you provide here will appear on your website verbatim. Please read through carefully and fill out the worksheet electronically. If you do not want certain information to appear on your site please indicate the field with NA or None.  Once you complete this form, email it and any additional files back to me. Once I receive all of the files I will begin your website design.
The Website Content Worksheet is set up into 3 parts: 
Basic Information, Content Layout and Design Preferences.
Please note: Concept Design will not begin until I have received the completed Website Worksheet.  To minimize production time all text must be submitted electronically in a plain text format. Additional fees will be applied for any retyping. For example, text should be submitted in a DOCX or TXT format, not JPEGs, GIFs, or PNGs.
Any questions please contact me at emailme@themaggie.com or 575-640-1466



Basic Information
	1. Company name as you would like it to appear on the website.
If applicable, include tagline or any special marks such as TM or Inc., LLC, Esq., etc.

	Insert name here.



	2. Contact information you would like to appear on the website:

	Example:
Phone #, Fax #, mailing address, email address, etc.



	3. Brief Company Description:

	Example:
We are a locally owned and operated website design firm that specializes in small business start-up sites and company rebranding.



	4. Key Words for Search Engines:

	Example from my website:
Phoenix website design, small business website design, Freelance Graphic Design…





Design Preferences
	What is the general impression you want people to get from your site?

	
Example Answers:
· Corporate Professional
· Business Casual
· Fun and colorful



	Specific descriptive colors you like for your site.  If you know the RGB or Hexadecimal numbers please include those in your description.

	
Example Answers:
· Easter pastel colors, sky blue, pumpkin orange
· RGB 153, 0, 0 RGB 0, 51, 153
· #990000, #003399



	List known competitor websites in your area and their URLs. Briefly describe what like or do not like about each of their sites.

	
http://www.samplesite.com   
I don’t like the colors they used.  It doesn’t seem professional or fit their business.

http://www.anothersample.com
I like the images they used in the header but the content isn’t organized very well.

http://www.yetanothersite.biz
I like the navigation rollover and the header images.





	Please list a few sites that you think are well designed. (They do not have to be in a business similar to yours or have to be one of your competitors.)

	
http://www.samplesite.com   
I don’t like the colors they used.  It doesn’t seem professional or fit their business.

http://www.anothersample.com
I like the images they used in the header but the content isn’t organized very well.


Content Layout

Underline any words in the content area you would like hyperlinked.  Next to the word please include the full URL address in brackets.  If you need to insert more pages simple copy and paste one of the existing green tables and replace text with the new page information.
Link example:  I often visit Google [http://www.google.com] when I need a quick answer.
	Page Titles/Navigation Titles: Number of Pages you would like on your website and their page names. Indicate any sub pages with bullets or numbered list.

	
Example:

1. Home
2. Services
a. Bookkeeping
b. Office Organization
3. References
4. Contact    
5. About Me




	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here




	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here



	Page #: Insert Page Title Here

	
Type or copy and paste content here.



	Please list any additional information you think might be useful regarding your website design.
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