Project Planning Questionnaire

Project Planning Questionnaire
	Web Site
	Yes
	No
	N/A
	Comments/Information

	Do you currently have a web site? (Please list URL)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you plan to expand this web site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you plan to re-design the existing site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you intend to sell products from your web site? (eCommerce) Please indicate how many products you will sell.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you plan to feature services performed at a different location?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	The basic site usually includes 6 pages or less (not including product categories)? Will this be sufficient for your website? If not, how many extra pages do you think you will require?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you require credit card payment processing on your web site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you provide gift certificates and discounts for your products or services?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you provide shipping of your products? If so, you will need to provide a written shipping and returns policy. What shipping services or carriers will you use?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you have fees or charges in addition to your product prices? If so, what kinds?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you need to provide alternative payment options, other than credit card or COD? If so, please indicate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you require inventory tracking of your products within the web site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you require a newsletter? If so, will you be able to maintain this feature of the web site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do you have internet access, along with the ability to monitor activity of a shopping cart on your web site? (Do your own price changes and minor edits if shown how?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Design / Branding
	Yes
	No
	N/A
	Comments/Information

	Do you have electronic copies of your logo and other company images in tif, eps, or psd file format?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you need design/marketing services? (New Logo, Coupons, Banners, Ads, Other Tools) Please indicate which ones.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do you have particular colors associated with your business? Please indicate. (You can select from a color chart at a later time.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do you have a particular font (type style) you prefer to use? Please indicate font names or styles here.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do you have an existing logo and business brand and/or style?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Please select all that would describe the look and feel you want to achieve on your web site:
	 FORMCHECKBOX 
 outdoors / nature

 FORMCHECKBOX 
 educational / informative

 FORMCHECKBOX 
 bold / flashy / bright
	 FORMCHECKBOX 
 minimal / clean

 FORMCHECKBOX 
 cultural / ethnic

 FORMCHECKBOX 
 natural/soft/subdued

	Web Page Content
	Yes
	No
	N/A
	Comments/Information

	Will you provide an outline of the structure of your web site, including each category and sub-category for your products and web page?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you provide all content for each web page in a plain text file?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Will you provide all your products, product descriptions, prices, and any other information you will need for each product in a spreadsheet or tab-delimited text file?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will each product have an image?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Can you provide all the product images in jpeg/jpg file format? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do you have the capability to prepare your product images to the appropriate sizes needed for your web site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Do your products have different attributes, i.e. size, color, variations in the single product? If so, how many of your products out of all of them will have attributes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Will you have files for client download?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Project Constraints
	Yes
	No
	N/A
	Comments/Information

	Have you read the payment policies at http://www.marymarket.com/payment.htm?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Web sites can take from 2 weeks to several months, depending on the complexity of the site. Do you have any time constraints that we would need to work within? Please list your expectations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are you available to meet on weekends several times during the project?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you have e-mail and are you able to check it on a regular basis? (Please add e-mail address and phone.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Is monthly billing acceptable to you? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you prefer to be invoiced by FAX?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Do you prefer to be invoiced by mail?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will you need an estimate for services in less than a week?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	When would you like us to check back with you after receiving your estimate?
	


	Please describe your project needs here, and include any other information we may have overlooked.

	


Thank you for your time. We will prepare an estimate for services based on the answers in this questionnaire. You will hear back from us within a week. 

Sincerely,

Mary Chadwick

Mary Market Designs & Associates

503-290-6997
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