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karen@karenbatten.com.au

Step 1 – Website Information
Q What is your organisation’s name? 
A:   

Q What is the nature of your organisation? 
A:  

Q Please describe your products or services: 
A:  

Q Who is your target market? 
Who are your customers? Where are they? Which groups are your products/services aimed at? 
A:  

Q Do you currently have a website?
If so do you want to keep any of the current content? You can cut and paste information from your current website into the ‘Step 3 - Website Pages Worksheet’ I have supplied you with.
A:   
Q Do any existing websites appeal to you? 
Please visit Google images and type in “website design”, or “website template”. Save the images or copy the web address below and let me know what you like and don't like. This helps me develop a better sense of the style you are seeking, therefore making the process smoother and quicker. 
A:   

Q What pages do you want?
These pages must include a home page (this is the most important page) and a contact page. Examples of other pages are services, products, testimonials, links, prices, frequently asked questions (FAQ) and free information.
A:   
Q Do you have a preferred navigation type?
Navigation is the list of page titles. There are many different ways to organise this list – vertically, horizontally, split etc. I suggest a vertical navigation if you think you are going to add pages in the future.
A:   
Q Do you have a preference of colors?
I suggest keeping your colours simple. This makes it easier to use and looks better. As a suggestion, 1 or 2 colours plus neutrals (black, grey and white) works well.
A:   
Q Is there other information that could assist us in producing your ideal website design? 
A:   
Please supply us with:

· Your logo and visual identity: to ensure I match the design of your website to your existing visual identity, please supply your logo in PDF format and any other relevant media, e.g. brochures. If you don’t have a logo and would like one designed please contact me.
Q: Please list what logo/ visual identity items you are attaching:

A:

· Images: Supply the images you would like to use or choose the images you desire by visiting www.shutterstock.com. Type the image description into the search area and if you have a preference for which page they are placed on.
Save the images you like (right click on image and select the option “save image as”). Images from Shutterstock have an extra charge attached. Try to choose images with similar colours to your favourite colours listed above. This gives your website a cleaner, matching appearance.
Providing files: 

Send image files as

· layered Photoshop files (uncompressed) 

· and Files> Save for Web & Devices > jpg

Discuss size with Karen before production

Send all text in a word document

Q: Please list what image items you are attaching to be used in your website. If you would like particular images to go on particular pages then list these in ‘Step 3 - Website Pages Worksheet’ instead.
A:

Choose your domain name & email addresses: 
Your domain name will be your internet address (i.e. www.yourcompanyname.com.au), as well as the last section of your email addresses (i.e. staffname@yourcompanyname.com.au). I suggest choosing the name of your organisation (or yourself if you are an individual) as your domain name, for example, mine is www.karenbatten.com.au. 

You can purchase this for yourself from one of the many online domain companies, e.g. www.planetdomain.com or I could purchase this for you for a small fee. 

Q: If you would like me to purchase your domain name, please list your preferred domain names:
A:

OR

Q: If you already have a domain name, what is it? 

A:

Q: If you already have a Website Hosting Company (hosting is the space you rent on the internet that your website files are stored on) please supply your FTP details. If you don't have a Website Hosting Company then I suggest sarah@bock.com.au.
A:

Also, check out the ‘Step 4 - Boost your website in search engines’ to see how you can use a domain name to increase your height in the Google lists.

Email Addresses: once your website is online you can access the backend and create your email address or I can also do this for a small fee.

Q: Your contact details: 
Your Name:
Company Name:
ABN:
Address:
Current email address:
Phone number:
Please email this document with your answers filled out, accompanied with your images or shutterstock photo selections, and your logo (preferably in PDF format). You will receive a preliminary design of your website. Based on your feedback, I will alter the design until you are happy with it.
Please don’t hesitate to contact me if you have any queries - I realize some of the technical terminology and processes can be confusing, especially for first timers.
Regards 
Karen Batten 0401 077 910
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