Website Starter Questions
Starter Questions
Getting Started
Every project needs a rationale, a target audience, aims and goals. 
It also need a platform; a place to live.
The responses within allow us to begin committing key considerations to project documentation.
The emphasis in answers should be on quality, not quantity. 
Background
Where did the need/desire for this project arise?
Answer

Have any risks been identified for the project? 
Answer

Have alternative opportunities for the project been considered i.e. an app, a social media platform, a physical building?
Answer

Delivery Team
Who are the stakeholders involved in agreeing/approving the site and its content. For each person, please identify if they will have a strategic or hands-on role (or both) in shaping the website.  Anyone who may impact website delivery should be listed.
Answer

Of the delivery team names above, please advise if one of those people could be appointed to each of these roles: Project Sponsor (overall strategic control), and Project Manager (overall day-to-day control and liaison).
Answer
 
Whose responsibility is it to provide / proof the full content suite for launch? How committed (full time, part time, sporadic) can they be to the role during production?
Answer

After launch, who will be responsible for monitoring and maintaining the site outputs? If this person(s) would not liaise directly with us during the build, can you advise on the likely post-launch communication channels?
Answer

Related to the question above, please advise a) how many hours per week/month would be allocated in time, b) what office they normally work from, c) If they would also be responsible for social media delivery, d) If the same resource is also currently involved in the organisation’s social media presence.
Answer

Audiences
Who are we trying to communicate with (new customers, old customers, staff, suppliers, general public)? Place them in a hierarchy. There must be a hierarchy!
Answer
Are there one or more particular demographics that the project should/would appeal to?
Answer

Indicate what your organisation would consider a successful visit from a member of your target audience.
Answer

Indicate what a member of your target audience would consider a successful visit.
Answer

Indicate any KPIs you might deploy to measure website success, and describe a) the methods that were used to set KPIs, and b) how they will be measured?
Answer
Content Requirements
Try to define the content channels  (i.e. the main categories) for the site, according to the audiences needs previously identified. Don’t worry about 100% accuracy: these can and will change before, during or after launch.
Answer

Try to define your content style in simple terms. You don’t need to be a content manager to do this.  For example, “professional and direct”, “short and friendly”, “short and punchy”, “detailed, extensive expertise”, “highly formal”.
Answer

List the expected key functions and tools of the site, preferably in some sort of hierarchical order. We don’t need a lot of detail, just enough to start a conversation.
Answer

Explain how any existing social channels (Twitter, Facebook, YouTube, LinkedIn) came into being, who looks after them, and if there is an intention to invest more heavily in social communications. If a new site/brand, indicate the key social channels, if any.
Answer

Discuss which other social channels might be integrated or utilised, separating them into must-haves and might-haves:
Answer

Source image/video files. Who can provide/steer? Related to this – have any other photo shoots/recces been undertaken to date, and if so, where are the source assets?
Answer

Indicate any expected revenue generation streams for the site. Adwords? Banner Adverts? Referral / Affiliate content? Membership Reward Schemes? Sponsorship?
Answer

For those revenue streams, detail whether the relationship is existing, underway, or yet to  begin.
Answer

[bookmark: _GoBack]Has any investigatory / legacy work been undertaken around assessing key words and descriptions for SEO purposes? If so, please explain.
Answer

Does your organisation have a data retention and removal policy?
Answer

Whose responsibility will it be to collate and rewrite content for the new site?
Answer
Branding and Marketing
Do brand guidelines and brand books exist? Do the guidelines contain specific digital rules, or will they need extended? If they exist can they provided (in electronic format)?
Answer

Please advise if any existing website colour scheme was chosen deliberately, or it was a default.
Answer
Please explain any marketing campaigns that will be released in tandem with, or to herald the launch of the new site.
Answer
Technology
What are your current hosting arrangements? Do you have any contractual obligations to retain this hosting?
Answer

Domain names. Please confirm who owns (i.e. has registered) the domain name and how that relationship works.
Answer

Are there any other domain names in use other than the primary domain?
Answer

Are there any email accounts associated with the domain, and where these are hosted? (Outlook?)
Answer

Source files. Can you please confirm if the relationship with any existing supplier swill see them passing across a) a copy of the database, b) a copy of the uploads / raw assets folders? Ideally we would be provided FTP and SQL access to the existing site.
Answer

Please confirm if you own your existing Analytics code, or if a new one should be instigated for this project?
Answer

Insights
Can you provide any reference projects, sites or apps that successfully benchmark in terms of any of design, positioning, content, functionality?
Answer

Describe, in a maximum of one paragraph, what would constitute a successful website project.
Answer

Timings
Can you indicate the preferred date for the launch of the site and indicate why this date has been chosen? If there are any legal or contractual factors at play, please advise.
Answer

If a phased release is possible, please advise.
Answer
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