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Introduction

The purpose of this document is to provide 4Ward with a basic outline of your project’s scope and objectives. This questionnaire will also help you articulate, identify, and agree upon the overall goals of your project, including specific questions regarding message, audience, content, look and feel, and functionality.

If certain items are not applicable, please leave them out; however please be as complete as possible. Our goal is to fully understand your project requirements and provide the optimum solution to make your project a success.
1. Contact Information

	
	Company name
	
	Contact Person
	

	
	     
	
	     
	

	
	Address
	
	Position
	

	
	     
	
	     
	

	
	
	
	Email
	

	
	
	
	     
	

	
	
	
	Phone
	

	
	
	
	     
	


2. Description
Describing your business will help us understand trends in your industry segment. This will help us research your competition and identify possible opportunities which you might use in gaining advantages.

Brief description of your business/industry:

     
What do you sell?

 FORMCHECKBOX 
 Products
 FORMCHECKBOX 
 Services
 FORMCHECKBOX 
 Both 

Are you oriented towards businesses or customers?
 FORMCHECKBOX 
 Business
 FORMCHECKBOX 
 Customers
 FORMCHECKBOX 
 Both

How many people do you employ?

     
3. Budget
Your budget determines how much time we can spend on your project. Please provide an upper and lower range if you don’t have an exact figure.
How much do you intend to spend to achieve your goals?


 FORMCHECKBOX 
 Up to 2.000€*   
 FORMCHECKBOX 
 2.000€ - 5.000€   
 FORMCHECKBOX 
 5.000€ - 10.000€  

 FORMCHECKBOX 
 10.000€ - 25.000€  
 FORMCHECKBOX 
 25.000€ - 50.000€   
 FORMCHECKBOX 
 More than 50.000€

* If your budget is below 2.000€ then your project falls into our category of small projects. This is not to underestimate your project but to give you the best service for what you pay. To do this we prepared several webCMS packages (with prebuilt functionalities) for you to choose from. And don’t worry we don’t use templates, all packages come with state of the art designs tailored to your brand image. You can learn more about this on our website http://www.4ward.mk/en/what-we-do/small-websites.
If you like our selection of packages and think that they satisfy all your requirements, you don’t have to continue with this questionnaire, just drop us a line through our contact form http://www.4ward.mk/en/contact. 
4. Current site 
You can skip this section if you don’t have a current website.
What is the address of your current site?

     
What aspects of your current site work well and why are they successful?
     
What's not so great and why do you think that is?
     
What are the goals you want to achieve with your new (redesigned) site?

     
5. Goals
What is the purpose of your new web site? What do you intend to accomplish with it?

     
What is your measure for success, and what are you hoping to achieve?
     
Examples: Increase online sales by 20% in the next 12 months; improve the quality of the information a user leaves when registering; increase conversion rates by 3% per month…
When would you like to start?
     
When does it need to be completed?
     
6. Target audience

For a website to be successful, it is important to clearly identify the target market segment. Sometimes a web project might require adhering to specific accessibility and security guidelines and laws. While we will create your website in a way that is usable by large majority of people using modern technologies and tools, there could be a need for additional accessibility and security considerations.

The layout targeting Japanese middle school students will be very different from a site targeting rural agricultural workers or British graduate school applicants. Knowing your target audience, their culture, their technical savvy, and their internet expectations can help us design your page in terms of look and feel and help us determine site functionality and user experience design.
What types of visitors do you want to get? Who is your target audience? Describe your “average” visitor as best you can.
Who is your target audience?
	
	PRIMARY TARGET AUDIENCE
	
	SECONDARY TARGET AUDIENCE

	Age range:
	     
	
	     

	
	
	
	

	Gender:
	 FORMCHECKBOX 
 Male    FORMCHECKBOX 
 Female
	
	 FORMCHECKBOX 
 Male    FORMCHECKBOX 
 Female

	
	
	
	

	Geographic location:
	     
	
	     

	
	
	
	

	
	
	
	

	Online hours:
	     
	
	     

	
	
	
	


Describe a typical customer in plain words.
     
Do you have a rough idea of the number of visitors (daily, weekly or monthly)?
     
Do you anticipate visitors with any kind of disabilities?
     
7. Content
Websites usually contain graphic (photographs, illustrations) and written content. If you don’t already have the content it is a good idea to start gathering it and having it done before the development is finished. A lot of companies overlook the fact that content loading can be time-consuming. 
Is the content written/created?  

 FORMCHECKBOX 
 No     FORMCHECKBOX 
 In process     FORMCHECKBOX 
 Done    FORMCHECKBOX 
 I will use the content form my old site
Please describe the workflow for publishing content. For example, does the content need to be reviewed/edited/approved multiple times before appearing on the website?

     
How frequently do you expect to update the site?

 FORMCHECKBOX 
 Daily    FORMCHECKBOX 
 Weekly    FORMCHECKBOX 
 Monthly    FORMCHECKBOX 
 Quarterly    FORMCHECKBOX 
 Yearly
In how many languages do you plan to have your content?
     
8. Competition
Have you researched your online competition so you have an idea of what you do and don’t want on your site?
     
Please list examples of sites you like and what you like about them (check all that apply)
	Website address
	The site is…
	Rate the site:

	
	Competitor’s
	I just like it
	The look & feel of the site
	Site organization
	Comments

	www.     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike 
	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	     

	www.     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	     

	www.     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	     

	www.     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	     

	www.     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	 FORMCHECKBOX 
 Like    FORMCHECKBOX 
 Dislike
	     


9. Design

Visual identity plays a significant role in the way an organization presents itself to both internal and external stakeholders. In general terms, a corporate visual identity expresses the values and ambitions of an organization, its business, and its characteristics. Corporate visual identity consistency is of outmost importance trough all communicational/promotional tools and materials - if you already have an established corporate visual identity it is important to apply it on all website elements.
Do you have a current brand guideline that needs to be followed in terms of color, typography and tone?
     
Do you have a logo?
     
It is a usual practice to place the company logo on a website. You might have one already, or you might want to have one designed at this time. Logo design is a separate project, which should be finalized before the website work begins. 4Ward can provide an additional logo design questionnaire. 

10. Scope and functionality
Kindly list your own site map; you may use additional sheets if necessary:
     
You can use tabbed lists, or create a structure diagram. We just need to understand the different sections and their relationship.
Do you already have wireframes ready on how you see the layout of the site?
     
If not don’t worry we can help you with that too. However if you have, it can help us in giving you a better price quote for this project.
What kind of content do you want on your site?
	
	About
	
	Mailing

	 FORMCHECKBOX 

	Information about the business 
	 FORMCHECKBOX 

	Mailing list subscription form

	 FORMCHECKBOX 

	How to find us instructions and/or map
	
	

	 FORMCHECKBOX 

	Organization chart
	
	Resources, downloads and galleries

	 FORMCHECKBOX 

	Client list
	 FORMCHECKBOX 

	Photo gallery

	 FORMCHECKBOX 

	Disclaimer
	 FORMCHECKBOX 

	Media gallery

	 FORMCHECKBOX 

	Privacy policy
	 FORMCHECKBOX 

	Downloadable resources

	 FORMCHECKBOX 

	Terms and conditions
	 FORMCHECKBOX 

	Games facility

	
	
	 FORMCHECKBOX 

	Links to other websites

	
	Products / Services
	 FORMCHECKBOX 

	Directory of…      

	 FORMCHECKBOX 

	List of products and services
	
	

	 FORMCHECKBOX 

	Products or service catalog including details 
	
	User interaction

	 FORMCHECKBOX 

	Ordering facility
	 FORMCHECKBOX 

	Message board or discussion forum

	 FORMCHECKBOX 

	Payment facility
	 FORMCHECKBOX 

	Contact form

	 FORMCHECKBOX 

	Booking facility
	 FORMCHECKBOX 

	Poll

	 FORMCHECKBOX 

	Project portfolio
	 FORMCHECKBOX 

	Survey

	 FORMCHECKBOX 

	E-Commerce / Shopping cart
	 FORMCHECKBOX 

	Rating system

	
	
	 FORMCHECKBOX 

	Testimonials

	
	Publishing
	 FORMCHECKBOX 

	File sharing

	 FORMCHECKBOX 

	News
	 FORMCHECKBOX 

	Member/user account management

	 FORMCHECKBOX 

	Press releases
	 FORMCHECKBOX 

	Online application forms

	 FORMCHECKBOX 

	Blog
	
	

	 FORMCHECKBOX 

	Calendar of events
	
	Third  party integration

	 FORMCHECKBOX 

	News aggregator (news from chosen sources)
	 FORMCHECKBOX 

	Third party advertising

	
	
	 FORMCHECKBOX 

	Publishing on MySpace, Facebook, LinkedIn…

	
	Career center
	
	

	 FORMCHECKBOX 

	Job announcements
	
	Security

	 FORMCHECKBOX 

	Job application forms
	 FORMCHECKBOX 

	Password protected pages for clients/members 

	 FORMCHECKBOX 

	Applicant account manager
	
	

	
	
	
	Utility

	
	Marketing
	 FORMCHECKBOX 

	Search facility

	 FORMCHECKBOX 

	Banners and ads
	 FORMCHECKBOX 

	Printable view

	 FORMCHECKBOX 

	Newsletter
	 FORMCHECKBOX 

	What's new on the web site


Do you need a site that will adapt the layout of content to mobile devices?
     
Such as iPhone / iPad / smartphones
Does your organization use any other web based services which need to be integrated with your website?
     
For example you may be using an order tracking system and you want your customers to be able to track their orders through your website. Please include details and URLs if any.

If you need a user management facility describe which information will be needed to create an account, which credentials will be required to log into an account, will the administrator intervention be required before an account becomes active, what benefits will a registered user have, are there multiple user levels / groups, etc.
     
User management usually means visitors can create an account connected to the site, which gives them access to “restricted” content, store their preferences, see wholesale prices, use certain features reserved only for registered users, etc. If you have a need for such a system, please describe it in detail in the area below. 

11. Anything else
We covered the most common website features in this form. However, if you require any other functionality for your website, please describe it in detail here. 

Please provide as much information, data samples, existing website examples etc. as you can.
     
12. Hosting

In order for your website to be visible on the Internet, it needs to be “hosted” on a web server. You can choose your own hosting provider or you can ask us to recommend one. 
Would you like us to recommend a hosting service to you?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

If yes, do you also require hosting for your email accounts?


 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

Please indicate any additional hosting requirements, such as large email volume, large number of required email accounts, large expected bandwidth usage, large expected data transfers, additional ftp accounts, etc.

     
Thank you for taking time to fill in this questionnaire. Please send the completed questionnaire to: contact@4ward.mk 
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