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Sophia Kelly 
Web Requirements Document Checklist
Data, Web and Project Consulting

Helping You Do Good Things, Better


This checklist will help you make essential decisions regarding your new website, and help us provide you with a more accurate cost estimate. You can fill it in by clicking on the check boxes and text spaces and send by email or we can review and fill it out together in person or over the phone. 

Design Authority

The responses to the following questions will help determine how time intensive the design process is likely to be. 

 FORMCHECKBOX 

I am the decision-maker for all design choices for this website

 FORMCHECKBOX 

I am not the decision maker - other people will need to examine and approve all my choices. I will be the main contact between this group of people and Sophia Kelly. 

 FORMCHECKBOX 

A group of people will want to consult directly with Sophia Kelly on design decisions.

Demographics:

Please describe the type of person you would most like to visit your website: click here to enter text
Age: click here to enter text.Mostly men: FORMCHECKBOX 
  Mostly women FORMCHECKBOX 
 Both men and women FORMCHECKBOX 
 Profession or job role (eg: purchaser, executive, construction, professional: click here to enter text.Other demographic: click here to enter text.
What does your client or website visitor want in visiting your website? click here to enter text.
What would you like your ideal visitor to do on your website? (please check any that apply)
 FORMCHECKBOX 

Donate to your organization?

 FORMCHECKBOX 

Call you to purchase products or services?

 FORMCHECKBOX 

Find out your address and come in to your location?
 FORMCHECKBOX 

Download forms  or other information?
 FORMCHECKBOX 

Tell their friends and colleagues about you?

Other: click here to enter text
Design Checklist:

General: (please check any that apply)
 FORMCHECKBOX 

I have a brand identity document (a logo, preferred font, and colour scheme)
 FORMCHECKBOX 

I can provide a high quality electronic copy of my logo

 FORMCHECKBOX 

I can provide documentation of my brand standard (logo, colours, supporting text)
 FORMCHECKBOX 

My current brand fits my the ideal client above and can be used

 FORMCHECKBOX 

My current brand will it need to be modified for web use to fit with marketing needs 
 FORMCHECKBOX 

I need you to come up with a custom look from scratch
Colours:

 FORMCHECKBOX 

I would like you to provide me with three colour palettes to choose from, based on my current logo and brand identify. I will choose one of those palettes and you will use those shades on my new site.  

 FORMCHECKBOX 

I would like you to provide me with three colour palettes to choose from, based on my ideal client demographics. I will choose one of those palettes and you will use those shades on my new site.  

 FORMCHECKBOX 

I will provide you with the web colours to use. I understand that I will need to provide the hex or RGB codes for those colours. (If you don’t know the colour codes we can help you look them up.)
Template Design Options:

[image: image2.jpg]


Background image: 

 FORMCHECKBOX 

I would like a coloured background OR

 FORMCHECKBOX 

I would like a background image 

Header:

 FORMCHECKBOX 

I would like my logo in the header

 FORMCHECKBOX 

I would like a photograph in the header 

 FORMCHECKBOX 

I would like a rotating series of (click here to enter number.) images in the header

 FORMCHECKBOX 

I would like a custom/blended image in the header

 FORMCHECKBOX 

I would just like the header to have a plain colour background and text

 FORMCHECKBOX 

I would like my header to have curved edges

Sidebar:

 FORMCHECKBOX 

I want a sidebar

 FORMCHECKBOX 

I do not want a sidebar

 FORMCHECKBOX 

I want my sidebar on the right
 FORMCHECKBOX 

I want my sidebar on the left

 FORMCHECKBOX 

I want a sidebar on both sides of the main content

Footer

I want my footer to contain:

 FORMCHECKBOX 

Company name

 FORMCHECKBOX 

Copyright notice

 FORMCHECKBOX 

Short street address
 FORMCHECKBOX 

Phone number

 FORMCHECKBOX 

Ad banner

 FORMCHECKBOX 

Text only navigation links

Navigation

Here are the names of the (3-6) pages I want to list in my navigation bar: click here to enter text.
I want my navigation to be (select all that apply):

 FORMCHECKBOX 

In a horizontal line just below the header

 FORMCHECKBOX 

In a horizontal line just above the header

 FORMCHECKBOX 

As a vertical list in the sidebar

Pages

I want to start with the following pages on my site:

 FORMCHECKBOX 

Home

 FORMCHECKBOX 

Contact 
 FORMCHECKBOX 

About

 FORMCHECKBOX 

Products

 FORMCHECKBOX 

Services

 FORMCHECKBOX 

Order Online

 FORMCHECKBOX 

Feedback

 FORMCHECKBOX 

Other Pages (please list): click here to enter text

Content
 FORMCHECKBOX 

I will provide the text I would like to read on each of the main pages in an email or electronic document
 FORMCHECKBOX 

I want you to write the content for me. I will discuss my needs with you, and I understand that an hourly rate applies for both consultation and preparation of this text.

 FORMCHECKBOX 

I will provide web-quality photographs or other images I would like put on the site. The approximate number of images I will provide is: __
 FORMCHECKBOX 

I would like you to select and purchase stock photos for use on the site. I would like 1-2 images per page. (Some images are available for free, but if suitable ones aren’t available they will need to be purchased. Aprox cost is $35/image to license for web use. )
Platform: 

I would like you to create website in the following format:

 FORMCHECKBOX 

HTML 

 FORMCHECKBOX 

Wordpress / php

(Not sure? For a multi-page website, the Wordpress option will be more flexible, easier to change later and lower cost. It will also be better if you want to maintain the site yourself.)

Hosting (select any that apply)
 FORMCHECKBOX 

I would like you to purchase web hosting on my behalf for my website. I will reimburse you for the cost of the first year, and after that, pay the supplier directly. The cost will be approximately $80-100/year. I understand that although a reputable hosting provider will be selected, that Sophia Kelly is not responsible for the performance or service delivery of this supplier, and that my hosting relationship is directly with the supplier and not Sophia Kelly.

 FORMCHECKBOX 

I would like you to register a domain name for me with a reputable supplier, pay for the first year, and submit the web receipt for reimbursement. I understand that the cost is approximately $15 per year and will be provided by an external supplier with whom I will have a direct relationship.  I understand that Sophia Kelly will not be responsible for the performance or service delivery of this supplier. 

 FORMCHECKBOX 

I would like you to look after making sure my hosting and or domain registration account is up to date. I agree to reimburse Sophia Kelly for the yearly charges and time spent. 
 FORMCHECKBOX 

I already have web and domain hosting services and will manage them myself. 
Thank you for filling out this requirements document. Sophia Kelly will use the above information to provide the estimated cost of preparing my website. 
Please sign below to indicate that the above is correct and complete: (If you are emailing this form, just fill in your name and position, and it will be considered to be signed.) Please note, that this is not a contract for service, just documentation of what you need. 
Name: click here to enter text. Position click here to enter text.Signature:_________________
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