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Website Planning Worksheet
http://max-inc.com/WebsitePlanningWorksheet.doc
Submission Requirements
http://max-inc.com/web_update_request.doc


Please complete this worksheet before we begin work on your project.
1. Introduction and Contact Information
	Organization Name:
	     

	Contact Name:
	     

	Contact Email:
	     

	Contact Phone/Fax:
	     

	Contact Location:
	     

	Worksheet Deadline:
	     

	Website Launch Date
	     


General Recommendations:  

Max-Inc.com recommends the following webpage parameters for nonprofit websites: 

· Build the page for resolution 1024 x768. 

· For speedy download, webpage size is recommended to stay between 50KB to 70KB. 

· Minimum browser support for Microsoft Internet Explorer, Mozilla FireFox and Netscape Navigator version 4 and up. 

· If you have any specific requirements, please indicate them here. 

· Subtle inclusion of logo & brand colors (please provide numbers if known)

· Keep the site accessible and engaging to user.  

· Less of a “page”, think of it as an interface “an immersive experience that delights”

2. Define Objectives/Goals 

· What are the short- and long-term goals of the site? 

     
· Who are the intended audiences? 

     
· What do you want to accomplish with this site?

     
· What do you want your users to accomplish with this site?
     
3. Basic Design Preferences * required
To give us an idea about your style preferences, please provide sample websites that you like, with regards to the characteristics listed below.

	General: * 
	     

	Good Color Use: *
	     

	Good Layout: *
	     

	Good Navigation: *
	     

	Good Text Presentation: *
	     

	Other Sites you like:
	     

	
	


4. Design Specifications 

We need your input before the we can start designing the webpage. Here are some of the basic design elements: 

· Background color or image (if using color, please select from web-safe colors). You can use the online web color palette or color chart. *
     
· Font color, size, and type preferences (if any) for headers, sub-header, body content, footnotes, etc. *
     
· Navigation format; some common placements include: leftside & bottom, top & bottom, other *
     
· Design elements -- your navigation can be text-based, graphics-based, a combination or something else. *
     
· Preferred HTML editor (used to update the site at a later point).
5. Site Structure and Organization 

Organize your site in the format shown below.  Start with your Home Page.  The major Categories of information you listed in the previous step will link from the Home Page.  Pages containing specific information will link from the category pages.  Here’s and example of what your website architecture might look.

Please attach site map or site outline under separate cover *
Additional Information:
http://www.successful-sites.com/archive/009-site-architecture-07-08-04.htm


 HYPERLINK "http://www.agimo.gov.au/practice/delivery/checklists/ia" 

http://www.agimo.gov.au/practice/delivery/checklists/ia



6. Special Features
Do you need any special functionality such as online donation, feedback forms, or other special items?  Please list. *
·       
·       
·       
·       
·        

7. Web Hosting & Related Tasks 

Hosting Service Provider 

 If you don't already have one, you should select one before we begin the work. *
     
Domain Name Registration: 

If you don't have a domain name (think of it as your own unique address on the web), you can check and register it at one of the following service providers 

· GoDaddy (http://www.GoDaddy.com)

· Netfirms (http://netfirms.com)

8. Design / Implementation Roadmap
Mock-ups: 

This is the graphical representation of what the site's going to look like. We will usually present two versions for the NPO to select from. The NPO can request minor changes to be done to the selected mock-up design before finalizing. (Approximately 2 weeks.) 

Template/Prototype: 

Art Director creates web-based template based on the approved mock-up of the page design. (Approximately 2 weeks). 

Content Implementation: 

Content must be provided by the client at the start of a project. It is important to accurately define the scope of your project. 

Content is added to the templates. (About 3 to 4 weeks). Please see Submission Requirements at: http://max-inc.com/web_update_request.html
Other Implementations: 

Any special implementations like forms. (About 1 week). 

Review: 

After the content is implemented, the website must be submitted to NPO for Alpha and Beta testing. (About one week to get feedback, and another week to make changes for each phase of testing). 

Alpha Testing (1-week)( feedback ( make changes (1-week)( 

Beta Testing (1-week) )( feedback ( make final changes (1-week)( ready to launch site.

Meta Tags for search engines: 

(NOTE: This does not guarantee your placement on the search engines).. The NPO must provide a description (25 word sentence) and keywords (up to 100 words). (One day)

Launch the Final Website:

 Upload the site to NPO's hosting service. (One day) 
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