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Web Site Developmand Design Checklist

Hello,
Thank you for inquiring about our website development and design services. Prospective customers often request a consultation for the development of a new or existing web site without a clear idea of what is involved. The following checklist will help you determine just what your needs are, and what areas to consider prior to requesting a consultation and price quote.
1. What is the purpose of your site?
You should determine the purpose of your web site prior to planning the layout and design phases. A web site may be for personal or commercial use. The site may serve primarily as an information resource or "online" business card. A web site may also be designed to serve as a commercial outlet by offering products and services online. If this is the case, you should consider what level of E-commerce you intend to conduct through your site (more on this later...).
2. Do you have a domain name registered?

Domain name registration charges are varying from about $20 - $36. Registration can be completed through a variety of providers. However, MANBIZ is the company that has been doing this for its clients on the best prices available on the Internet for TLD (top level domains) Domains .com, .net, .org. which you can buy at only - $10 per year. 
If you do not have a domain name registered prior to requesting a consultation, you should select at least two names
that meet your needs and are available. As a rule of thumb... you should try to find a name that is meaningful and easily remembered (also easily entered without misspelling). Finally... if you do have a domain name registered, please note where it is currently hosted (or parked) in your consultation request.
3. Do you currently have a web site?

If you are requesting a re-design of an existing web site, please provide the URL so that we may get a better understanding of what type of content you intend to offer. Please provide the name of the web host for your existing site as well. We will need to know what account features you have access to prior to developing your web site (PHP, ASP for instance).

If you do not currently have a web site, it is often helpful if you provide the URLs to one or more web sites that offer "similar" services and content to what you intend to offer on your own site.
4. Do you have a LOGO?

Do you have an existing company logo or trademark that you want incorporated into your new site design? If so, do you have the original graphic files on hand? If not, a custom designed logo can be developed as part of your project.
5. How many graphic images will you need?

Many sites integrate existing photos in digital format. These are sometimes used to display products, company employees, or the facilities themselves. For personal sites, family photo albums can often be developed online. In requesting a consultation, it is helpful to know how many images you have planned for your new site. If you intend to use any existing images from a current web site, it is important to note that in your consultation request as well.
6. How many pages of content do you have?

This question can often be difficult to estimate. Think of your prospective site in "outline" form... that is, if you had to write an outline for how the site would be structured, what would it look like? You should start with main menu items and work your way down into sub-menus. By doing this, you can get an approximation of how many pages the finished project will require. As an example, consider the following rough outline:

A. HOME PAGE

B. COMPANY PROFILE

· Our Founder

· Company History

C. OUR PRODUCTS

D. ORDER FORM

E. CUSTOMER SERVICE

· Request a replacement

· Look up a part number

· Request service

F. CONTACT US

· Phone List

· FAX Info

· E-mail Form

G. HELPFUL LINKS

From this example, you can estimate approximately 19 pages for the project. It is very helpful if you are able to provide an outline similar to this in your consultation request.

Useful Information regarding website sections and pages:

There are two key elements to creating the structure of your site, sections and pages. Sections on your site are the main areas that your customers will look for the information they need.  Pages are the individual areas within each of those sections. By combining sections and pages, you wind up with the primary elements of your Web site.
It is extremely important to provide the sections that your customers will be looking for, and ones that best communicate the image of your business. 

Sections of your site should accurately reflect your business and easily categorize the information your customers will be looking for. Below is a list of possible sections that could be included on your site.  Not all of these will work effectively for your business type, and important categories may be missing—these are just to give you a general idea of Web site categories.  When working on building your site, we work closely with you to find the categories that will most accurately reflect your business type.

Here is a partial list of example sections:

About Us -This section contains information about your business, its history, its people, etc.
Contact Us -This provides users with the appropriate methods to contact your company.
What’s New -This area allows users to read any news you wish to provide them with.
Press Releases -This area would house a list of recent and archived company press releases.
Job Opportunities -Those interested in finding employment with your company would look here.
Products and Services -This section highlights your company’s products and services.
Events -This area talks about upcoming or recent events, such as conventions, company picnics, meetings, etc.
Catalog -If you have an e-commerce site, this section would display the products you are selling.
Testimonials -This section allows you to post customer testimonials for potential clients to read.
Links -This allows you to display links relative to your industry, or other sites your customers would find interesting.
Portfolio -This section displays your company’s portfolio of clients.
Frequently Asked Questions -This area allows you to display a list of questions your customers ask frequently, along with the answers.
By evaluating what type of information will be important to your users you can determine which sections you would like on your site. From there, you will then determine which pages you should have. It is important to pick sections that are pertinent to your business and that will house the information you want to provide.
Pages are the specific contents found within each section, and many sections can either have one page or a multitude of pages all relating to that section’s topic. 

For example, the “About Us” section could contain one or more of the following pages:
  ·Our History
  ·Our Team
  ·Locations and Hours of Operation
  ·Directions

As another example, this site has the “Web Sites” section, which contains the pages: Web Site Introduction, Web Site Sections, Web Site Pages, Content, Design, Navigation, Proofing and Editing, and Content Management System. We could have added more or less pages depending on what information we felt was pertinent for our customers to read.
Before you can decide on what pages you want on your site, you need to decide what sections will best fit your needs.  We will help you decide which pages you may want in each section.
7. Do you require any non-standard features?

These include "Flash" introductions, custom CGI or Java scripting, database development, or other "unique" features. If so, please provide as much detail as possible regarding those needs in your consultation request.

8. Do you intend to maintain the web site yourself?

Upon completion of your project, we offer 30 days of free site maintenance for minor changes and revisions. These include changing links, contact information, and text changes of a paragraph or less. For those comfortable with HTML, the final project can be edited by the customer as they see fit. Please note that errors created by a customer "self editing" their site are NOT covered in the initial 30 days of free support.

Answering these questions will provide a strong foundation for determining the structure and requirements of your web site. Please answer all of these items to the best of your ability. If you have any additional questions or information to offer, please include them in your consultation request or send them directly to design@manbiz.com 

Once again, thank you for considering our services. We hope that this checklist has been helpful and we look forward to hearing from you soon.

Best Regards,


MANBIZ Web Site Development & Design Team 
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