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Initial Meeting Questionnaire
Date: 
Client Name:  
Project Name: 
Current Site (If you have a site but want a redesign)
1) What websites do you like the look of?  Please list two sites if you can. Tell me what you like about these sites.
	 




2) Print materials.  I would like to gather any print materials that you have made for your business. (EG, letterhead, business cards, signs, flyers , posters ect....) Enter below any notes about these materials, if you like them or not, what style direction you would like to take your company branding to.
	





3) I would like a vector version of your logo. (.eps or .ai file if you have access to it.)

4) List of pages you would like on your site. (This gives me an idea of how big the site will be or how much content we will be dealing with.)

	Home, 
Contct Us, 
Our Services, 
Gallery/Portfoilio, 











5) What do you want your site to be able to do? (Describe the functionality level you would like your site to have.)
· [bookmark: Check1][bookmark: Check2]Subscribers list with newsletter 					|_|yes		|_|no
· Link to social media sites						 |_|yes		|_|no
· Do you want a mobile Style Sheet 					|_|yes		|_|no

(so your site displays well on mobile phones)

Other:
	  





6) How would you like to be able to update and maintain your site?
· Have Sandy do changes /updates at $65/hr  				 |_|yes		|_|no

· I am comfortable with a little html code I will do it myself with my own html editor and ftp program.								 |_|yes		|_|no


· I would like to have a system where I can easily update the site myself , but I don’t know html  (Content Management System or CMS)															 |_|yes		|_|no

· How often do you think you will need to make changes to your site? What kind of changes will you want to make?
	
	

















7) Hosting? 
· Do you need a hosting package?					|_|yes		|_|no
· Do you already have a Domain name or URL?			|_|yes		|_|no
· Do you already have a hosting package?
 (Do you have a current site hosted?)				|_|yes		|_|no

· What does your Hosting package support?	
|_|ASP	 |_|Microsoft Sequel        |_|PHP  	|_|My Sequel

	Other:



	Who are you currently hosted with?


	What are your current Hosting Costs? (I maybe able to offer you a better deal if you are interested.)






8) TimelInes?  How soon do you want this site Done? 

9) Are you interested in having an additional custom style sheet built for your site, so that your site displays well on Andriod and Iphone mobile phones?
|_|yes		|_|no











10) Budget

I know most people don't like to share this information as they feel they may be taken advantage of.  So if you don't want to share that is fine.  I only ask to help avoid some sticker shock when I produce my quotes.  My quotes are based on my best estimate of how much time I think development will take, and my hourly wage at $65/hr.  My programmer works very much the same way. 

 If I know the general budget range you are looking at, that will determine the development route that I take as well as trying to fit in as many features as I can for your budget.  This way I can produce a more accurate quote for you. 

 Its kind of like walking up to a house developer and asking;

“ How much does a house cost? “
 He says, “What do you want? “ 
You say, “All the bells and whistles.” 
 He says, “Well for that you are looking at this range.”
You say, “I can’t afford that!”
He says ,”Ok well what is your budget so I can get you something that is close to what you want, and is something that you can afford.”   =)

Remember building a website can be done in stages.  I just need to know what you need now, what you can afford now, and where you want to eventually go with it. 

For example,
-  if you are working with a medium budget, we may be able to use an open source Content Management System like WordPress that is free. This will allow you to have some of the requested functionality but not necessarily all of it, and will help keep costs lower.

- If you have a flexible budget, then I know we can look at fully customized Content Management Systems that can do whatever it is you requested.  

- If your budget is much more on the smaller side, then we can look at a static site that is designed nicely, with a few curial pages.  This will get you out on the internet, looking professional and creating a visual presence.  Then you can take this site at a later date and have 


the functionality added in for an additional cost. 

If your not comfortable sharing a budget, I will produce two quotes for you.  

1) A very basic static site that will be an improvement to what you currently have, but will not include all the functionality you requested.  This will be something that will just be a starting point for you.   Mostly in this scenario, you will be paying for the design work and creation of a few static pages and a customized CSS design.  You will be able to take this version of a site and add in further functionality at a later point for an additional cost.

2) A quote that includes a full blown customized Content Management System (so you can easily make changes to the site yourself) with all the functionality that you requested.

Do you have a budget in mind for this project that you would like to share with me? 
	


 |_|yes		|_|no               Amount
Range
Below $500		|_|
$500 - $1500	               |_|
$1500 - $3000      	|_|
$ 5000 - $10 000              |_|

11) What type of a quote would you like?  
Basic static site 				|_|
Full blown everything I asked for	|_|








 What’s Next?

I will review the information gathered from this questionnaire and I will write-up a price quote for you.  How I work is I create you a quote, when I actually do the work, I keep track of my actual hours, and whatever is less you pay as the client.

So if you are happy with the quote, then I will write-up a formal contract.  Once the contract is signed I will start working away on your site.  (The contract will outline all project time lines and expectations. )


Things you Can Do in the Meantime

To speed up production of your site, you can start to do the following;

1) Gather any pictures that you may want on your site.  Please remember that I require the pictures to be in a high resolution so I can easily work with them.  Also you must make sure that you have the copyright permissions to be able to use those pictures on your site.

2) Start creating write-ups for the pages on your site.  What do you want the text to say on your services page?  Start creating little text blurbs to put on each page.  (Please write these up on a computer.  I require all write-ups to be sent to me in an electronic format that I can copy and paste from. (Word doc, pdf, email ect....) )


3) If you already have a site and a hosting company, I will need the information below before I can do any work for you.  (You can get this information from your hosting company.)
Ftp Address:	
Username:	
Password:	
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