
CONFIDENTIAL

All companies are different so all websites need individual planning.
The Infinite Website Planner takes you through the thought processes 
needed to achieve a unique strategic foundation for your web site. 
It is the document used by our own site planners when evaluating a project
for the first time. You can save this document to your desktop and then complete it and print it out.
Or work on it here (online) then save it to your desktop. 
Because it is in electronic form, it’s easy to make multiple copies 
and then to merge the results. 
We hope that you find it useful.

TO RECEIVE A WEBSITE COST ESTIMATE (without obligation) please return the 
completed Website Planner by email to Mark Lee 
or print it out and post to Infinite Technology, 63 Inchbroom Ave, Lossiemouth IV31 6HL 
Phone: 01343 814457  
	ESSENTIAL DETAILS

	Company (or business) name:
	

	Website address (if you have a site already)
	

	Domain name (if you have a domain but not a website.)
	

	Street address:
	

	Postal address
	

	Phone:
	

	Fax:
	

	Company contact person:
	

	Title:
	

	Contact’s mobile:
	

	Contact’s email:
	

	Contact’s direct dial
	


	PLANNING BRIEFS

	Website brief. In a few short sentences, describe why you need a website. Is it because your competitors have them? (Not a bad reason.) Or because you have some specific objective? Or because the time is right?
	

	Timing brief. Is the complete website to be built now? Or will you start with a more simple website that can be expanded in steps? If the later, outline how you would like the components staged.
	

	Business brief. Describe the nature of your business. (What do you do?)
	

	Product brief. Describe your products and/or services. How many? What are they for? How do they group? If you need to, put them in sections and subsections.
	

	Audience brief. Please describe the target audience for this website. Will the website talk to other businesses? To your staff? To end users of your product or service? To all of these? Or to someone else? If the audience is to be varied, please divide it into sections and subsections and give a description of each.
	

	Competition brief. Who are your competitors? If they are varied, please group them in sections and subsections. State where they are in the market, compared to your company. Include their website addresses. 
	


	POINTS OF DIFFERENCE

	Outline the points of difference between your company and its competitors

	What makes you different from your competitors???
	

	What makes you better???
	

	What makes you worse???
	

	What can you offer that your competitors don't?  You’re unique selling point. What is it?
	

	How do you expect this website to help you outperform the competition?
	


	PRIMARY EMPHASIS
Which of the following should be the website’s primary emphasis? 

	1.To sell product. (An e-commerce site)
	

	2. To create a good impression of our

company
	

	3. To obtain customer prospect lists.
	

	4.To provide information about goods and services.
	

	5.To support our reps and dealers.
	

	6.To interact with customers. (By providing quotes or other services based on information entered at the site by the customer. To take donations. Or whatever.)
	

	Something else? Please specify.
	


	WEBSITE GOALS
Please list and rate the goals for the website. If there are additional goals that we haven’t listed, please use the blank spaces at the bottom of the form to add to the list. Then number them 1 to whatever, according to their importance to you.

	To serve our existing customer base
	
	To sell online
	

	To enhance our credibility
	
	To provide contact info and directions
	

	To sell 24x7
	
	To provide better product/service info to our customers
	

	To get customer feedback
	
	To build customer prospect lists
	

	To develop an opt-in email list
	
	To sell a product or service without a middleman
	

	To expand nationally
	
	To expand internationally 
	

	To reach new markets
	
	To reach specialised markets
	

	To build branding
	
	To allow direct marketing
	

	To sell additional product lines
	
	To build a resource site to attract visitors
	

	To test for potential new market niches
	
	To catch the public’s attention 
	

	To use sound and movies in product/service demonstrations
	
	To keep our product/service information absolutely up to date.
	

	To supplement our traditional advertising methods
	
	To have our info available online all of the time.
	

	To promote special offers to customers
	
	To hold online sales
	

	To send follow-up email to potential customers
	
	To send email newsletters to customers
	

	To put up a calendar of events
	
	To provide a forum for customers (or members)
	

	To reduce printing costs by putting info and/or forms online
	
	To save on postage costs by using email
	

	To assist sales force and dealer integration
	
	To provide better product/service info to dealers
	

	To provide an online catalogue for customers
	
	To lower customer support costs
	

	To answer frequently asked questions
	
	To improve overall customer service
	

	To list product and service price lists for employees
	
	To improve internal communications
	

	To support our reps
	
	To support our dealers
	

	To allow our reps to place orders online
	
	To allow our dealers to place orders online
	

	To show stocking levels
	
	To use as a tool for our staff
	

	To promote our bricks and mortar business location


	
	To sell newsletter subscriptions
	

	To sell space to others in our newsletters
	
	To provide a community service
	

	
	
	
	

	Different goals from these?  Please define them below.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	EXPECTED ACTIONS

	Who do you want to visit this site?
	

	What information do you want them to leave with?
	

	Is there anything you want to happen to them at the site?
	

	What result do you want to get from their visit?
	

	If you were are member of your target 

Audience(s), why would you visit your website? This is very important. What would you be looking for? Services? Directories? Products? What?
	

	If this is an e-commerce site, how will the order be processed and delivered?
	


	ADDING VALUE

	What information and/or giveaway can you include at this site that with attract visitors. For example, one of our customers gives away a conference planner. We give away this Website Planner.  A real estate agent might give away tips for getting homes prepared for sale. Can you offer anything like this??? 
	


	TRAFFIC BUILDING

	Where do you expect your traffic to come from?
	

	How do you expect these people to find out about the site?
	

	What customer mailing lists do you have? Email? Ordinary mail? Please specify.
	

	Are there companies that can be persuaded to link to this site?
	

	Are there other sites that you will want this one linked to??
	

	Are you expecting to offer banner space to other companies?
	

	What about referrer bonuses?
	

	Have you thought about contest based competitions?
	

	Will you offer coupons for using the website?
	

	Are you intending to have affiliates?
	

	Any other ideas you might have for traffic building?
	

	If you were your target audience, what words would you put into a search engine to try to find you? 
	


	SITE CONTENT AND CONSTRUCTION

	Has any work towards designing/ redesigning the site been done already? If so, what and by whom? Please outline.
	

	Do you have already completed material to put on the site? If so, where will it come from???
	

	Do you have up-to-date photos, drawings and product/service descriptions and is this in electronic form?  Please list.
	

	How often will new content need to be added or the site updated?
	

	When is your target to have this site online and working?????
	

	How much time will your company’s contact person have available to work with us between now and then? 
	

	Can you think of any reason why this target completion date might not be possible?
	


	ESSENTIAL COMPONENTS

	Have you thought about the essential components of the site? The things that absolutely MUST be there? 

	Have you thought about the logical divisions within the site?  Please list up to 10 section headings that would be appropriate.
	

	Have you though about the number of pages within each division and what they should contain? Please specify.
	

	Have you thought about the navigation system and how the pages will relate to one another? Don’t worry if you haven’t. This is a specialist job. But we need you to think about it.
	

	Does this site require e-commerce? Give us your thoughts.
	

	Will some sections of the site need to be pass-worded because of the nature of your audience? If so, which?
	

	Do you have merchant accounts with financial institutions? Please specify.
	

	Have you thought of having sound or video on this site? If so, what do you want to achieve by it?
	

	Do you want this site to be built using Flash? If so, please explain your reasons for this.
	

	Have you thought of giving away documents at this site and will download facilities be needed?
	

	Which of these other facilities will you need??
	Place for visitors to record comments..….

Search the site...

Search the Web...

Requests for information forms.….

Surveys or questionnaires....

Customer feedback….

Customer support....

Interactive quotation forms....

On-line order forms....

Order forms which can be printed out and mailed or faxed 

Secure ordering....

Online Credit Card processing....

Online product catalogues....

Specialized calculators... 

World timeserver...

Classified ads....

Forums/Bulletin Boards....

Live Online chat support....

Art, Photo, Clip Art, Graphics Gallery

Interactive demos.....

e-Book or PDF Downloads.....

Automatic news or articles feeds.....

	Have you thought about using other advanced and/or interactive features such as live online support by chat? Tell us what features you have seen at other sites  that you would like to include in yours. Where possible, include the site address where you saw the feature.
	


	CORPORATE IDENTITY 

	Do you have a logo?
	

	Do you have an existing color scheme and if so, what?
	

	Do you have particular fonts or other design elements that you include in all your printed literature?
	

	Do you have any sort of design theme, colours or styles in mind for this website?
	

	Do you like the style of someone else’s site? We can’t take other people's graphics, photos or text of course, but we can recreate the general style and layout of sites or parts of sites. If you like a colour scheme, or a navigation system, or a particular layout, we can talk about these. 
	

	Do you have a domain name? What is it?
	

	If you don’t, give us five names you would like in order of preference.
	


	SITE MAINTENANCE AND TRAINING

	Who will maintain your site after it goes live?
	

	Does this person need training?? Please specify skill levels.


	No experience……………..

Can use web-authoring software such as Front Page…………….

Can write simple HTML

Can use Photoshop to make and optimise graphics…………………

Can write simple java scripts and install simple programs………….

Is an intermediate web programmer…..

Is an experienced graphics designer………

	Who will answer enquiries 

Generated by the website? For orders? For information? 
	

	Do these people need training?
	

	Should this training be done at your place or ours? Using whose computer equipment?
	


Not all questions have to be answered, but the more you do the better understanding we both will have.

