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PROJECT PLANNER / EVALUATION FORM


Planning is an important part of the web & design process.  One of the things our clients love about us is our attention to detail and our commitment to providing website and design solutions that meet all requirements and exceed expectations.  
We want to provide the perfect solution for you and to enable us to do this it would be helpful if you could provide us with some information about you, your company/brand and your needs.  We hope there are not too many questions but we are sure you can see that with this knowledge we will understand your business better and therefore be able to provide you with the best solution.  

We understand that not everyone knows exactly what they want so please feel free to contact us and we can go through these questions together – we are here to help!

	Q1. What services do you require?
	X
	Please detail your requirements and desired budget.

	Website Design & Development

	 
	

	Website Visual Graphic Design
(i.e. only design work required, not actual website made)
	
	

	Content Writing

	
	

	Search Engine Optimisation

	
	

	Logo Design or Re-Design

	
	

	Business Card Design 

	
	

	Letterhead Design

	
	

	Flyer, Leaflet & Poster Design 

	
	

	Brochure & Booklet Design 

	
	

	HTML Newsletter Design 

	
	

	Web Banners / Adverts

	 
	 

	Photography

	
	

	Video Production

	
	

	Printing Services
	
	



	Q2. Please provide some details about your company, i.e. press release, profile, background history etc.

	


	Q3. Who is your target market?

	


	Q4. Please list 5 key words / phrases you would like your company described as i.e. professional, reliable, chic, vibrant etc. (we want to make sure our work reflects this clearly.)

	


	Q5. Who are your main competitors? (Please provide website links if applicable)
What is it about your company that differentiates you from your competitors?

	


EXTRA INFORMATION REQUIRED FOR WEBSITE DESIGN PROJECTS:

	Q6. Have you purchased your domain name already? If not what is your preferred domain name (i.e www.vivedesigns.com)?  Note: If you already have your own we will need your login details from the company you purchased it from.

	


	Q7. Do you have a website hosting account already or would you like to use our hosting services? Note: If you already have your own we will need your login details from the company you purchased it from.

	


	Q8. What are your main website objectives in priority order? i.e.: sell products, enquiry submissions, newsletter sign ups, build community etc.

	


	Q9. Do you have any ideas regarding colour scheme or design – if so please provide detail below (if you have any sketches / ideas for your preferred layout/design please send back with this form)

	


	Q10. Please list any example sites that you like, also if you like or dislike specific parts i.e. colours, layout, banner, logo etc.

	


	Q11. Will you be using any images on your website, if so what are they and do you have permission to use them? (if you need images to be taken or sourced we can provide this service)

	


	Q12. Please list the name of your planned pages with a description of content and functionality.  If you have an existing website and you want to keep the same layout and content then please just include the link to this page. For online shops complete this section for your standard pages and include a diagram of your categories / sub-categories separately.


	
	PAGE NAME
	DESCRIPTION, FUNCTIONALITY & 
IDEAS FOR LAYOUT

	
	EXAMPLE
	

	
	
	

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


Please continue if necessary.

	Q13. Do you require any specific or special features/functionality on your website.  You can attach flow charts of actions/responses if you require detailed functionality. 

	


	Q14. Would you like a content management / admin system to update the website yourself or would you prefer us to update? (Various website support and update options available – this can work out more cost effective than training & employing your own staff)

	


	Q15. Do you have a deadline date for the completed website?

	


	Q16. What is the budget for your website?

	


	If you would like to provide any further information regarding your website project then please list here or contact us to discuss.

	


Once you have returned this form to info@vivedesigns.com we will review and contact you to discuss options and prices.

Thank you


Vive Designs | Website Design
Vive Designs | Web and Stationary Design

Registered Office: 140 Trinity Gardens, London. E16 4QB 

Tel: +44 (0)800 878 6032   Mobile: +44(0)7931 129 393   Email: info@vivedesigns.com
Website: www.vivedesigns.com 
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