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	Late Knight Web Design



Web Site Start Guide

For a web site project to be successful, there are a few things that your company should consider.  Please answer the following questions to help Late Knight Web Design understand your company’s goals and priorities for your web site.  Some questions are very detailed and may require that several people at your company collaborate to identify your true aims.  When you have completed the form, e-mail it or FAX it to Late Knight Web Design.

1. Company Name 

Company Name
2. Company Information
	
	
	

	Address Line One
	
	

	
	
	

	Address Line Two
	
	

	
	
	

	City
	State
	Zip

	
	
	

	Telephone
	Fax
	

	
	
	

	General E-mail Address
	Web Site Address
	

	
	
	

	
	
	


3. Project Contact
Who at your company should Late Knight Web Design contact about your web site project?

	
	

	Name
	

	
	

	Telephone
	E-mail Address


4. The First Steps

	1. Does your company currently have a web site?

Yes
	No


If yes, please give the URL for your site: www._________________________________
2. Who will your web site be geared towards?  Please identify your target audience(s).  

	
	
	
	
	

	
	
	
	
	


3. What is the number one accomplishment you want your web site to achieve?

	

	


4. What is the main message of your web site and how do you want it to be conveyed?

	

	

	

	


5. Describe your branding.  (This includes the company logo and chosen colors for the site.)  

	

	

	


6. Do you require any interactive areas such as on-line feedback, registration forms, or a bulletin board?  Please list and briefly explain.

	

	

	


7. Will your site display information from a company database (database connectivity)?  Briefly explain.

	

	

	


8. Have you allocated funds for this project? If so, what is the budget range?

	

	

	

	


9. Please add any other information you feel is important for the web designer to know before setting up an initial consultation.

	

	

	

	

	


Thank you for providing us with this information!

Please return this information to Late Knight Web Design and a consultant will be in contact with you to set up an initial meeting.  You will also want to read over the attached pages for other materials you should have prior to meeting with a consultant.  Thinking through the information on the following pages will allow the web designer to hit the ground running and also minimize the cost of and the time spent on the project.
Late Knight Web Design

Orange Park, FL 32003

T: 904.375.1988

F: 501.423.9407

Site Content Review
Gather together all existing materials that will be used for the site.  The web designer will take these materials and transform them into the design of your web site.  The design and expression of the main site elements (banner and navigation bar) are the most important elements of a web site because they identify your organization and enable site functionality.

The following is a list of materials that should be ready for the first meeting with the web designer:

1. Photographs and Logo: It is best if photos can be camera-ready or in their original digital version.  The web designer will be able to scan these items if necessary.

2. Publications: Try to have all content ready as Word (or other word processing application) documents.  Publications that are not available in electronic formats can be scanned.

The photography, company logo and content articles need to be ready before site production can begin.

Mapping Your Site

After you have gathered the above content, take an objective look at your organization, not from the inside but from the perspective of a volunteer or client looking for opportunities and services via your web site.  Your content should be presented keeping these people in mind.

The following is a list of things to consider as you form the basic structure of your site.  

1. The main pages of your web site should have brief summaries with links to sub-pages that offer more detailed information.

2. Most web users spend an average of 6 to 8 minutes on a site and if they are not “grabbed” within three “clicks”, they will leave.

3. Certain types of content can quickly become outdated making web site maintenance more time-consuming.  Try to minimize content that will expire quickly, such as newsletters, etc.  Consider forming an archive section of your web site to house newsletters, meeting, and event information so that users are not forced to wade through this information.
4. Think about new ways of presenting your organization.  The web designer can offer assistance with this during the initial meeting.

The Initial Meeting
An initial one-hour meeting to discuss the project is free.  The purpose of the meeting is to allow the consultant to become more fully informed about your company’s history, mission, programs and identity, as well as the goals for the technology project, and whether and how Late Knight Web Design can help you.  During this meeting the consultant will help with the following:

· Help you define the organization of content on the site and offer content delivery options.

· Inform you of the benefits of registering your web site with various search engines (Yahoo!, Google, AltaVista) and talk about “key words” that identify your company that can be incorporated in the HTML code of the site.   Incorporating these key words in the HTML code will allow your target audience to find you more easily when doing a search on one of these engines.

· Discuss the importance of on-going management of the site.  Keeping your web site up-to-date and running smoothly is the key to keeping your audience coming back for more information.  This maintenance will require the time 10-20 hours a week of a staff person’s time.  The consultant will go over ways to keep web pages simple so that staff can update information easily.

· Provide an overview of web functionality features that could be added to your site such as pop-up windows and a search function.  These features can often help a user through your web site and make finding information less frustrating.

Domain Registration and Hosting
The web designer can help with hosting solutions and setup of the domain for your web site and also explain what that information means.  Depending on your office network situation, you may want to consider additional e-mail accounts at your domain, like you@nonprofitcompany.org.  More information will be provided in the initial meeting.

Scope of Work, Cost Estimate and Work Plan

After the initial meeting the web designer will:

1. Draft a scope of work that includes a cost estimate for the project.

2. Draw up a project work plan (for larger projects).

3. Deliver the scope and work plan to you for your company’s approval.

Once the scope of work and cost estimate have been approved and signed by your company, the project will begin.  The initial meeting will address many questions you have about the project.  However, should you have any questions about the process that you need answered prior to that meeting, please contact us.  

Late Knight Web Design

Orange Park, FL  32003

T: 904.375.1988

F: 501.423.9407

Greg@LateKnight.net
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