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BASIC/ADMIN:

1. What is the name of your department and your current URL?

2. Who are the primary contacts from your department, and who has final approval on the project? Please list names and titles.

3. What is your target launch date for this site? What are the factors surrounding this deadline?

4. Do you have a specific URL in mind? 

5. What are your budget limitations? Can this project be broken in a phased manner to help you meet your goals?

6. Are there mandatory requirements for this projects that we need to know?
MESSAGE:

1. What is the primary message you wish to convey to your audience with this site?

2. What are your secondary objectives and overall goals you hope to achieve?

3. What goals does your department intend to reach with a new web site?

4. Who is your target audience?

5. How does your department/entity differentiate itself from competitors?

6. What are the key reasons why visitors choose your program?
PERCEPTION:

1. Use three adjectives to describe how your site should be perceived by the user (examples: urban, contemporary, modern, traditional, professional, experts, etc.)

2. What do you feel is the biggest challenge in getting your image across to visitors?

3. Describe any visual elements or styles that can be utilized from existing marketing materials or collateral.

4. How is your department currently perceived? Do you wish to carry through the same kind of message throughout your web site?

5. List URLs of sites you find compelling. What do you find the most interesting about these sites?

6. List URLs of competitor sites and briefly state what you like and dislike about their overall site.
ACTION:

1. What is the primary action you wish your target user to take from the main page of your site? (Examples: download, browse, move along specified path, email, apply, explore, click button, call, etc.)

2. What is the primary action you wish your target user to take before leaving your site? Is it the same action? If not, describe why.
CONTENT:

1. Will this site use existing content? If so, what is the source and who is responsible for approval? 

2. What is the basic structure of the content, and how is it organized? (Flow Chart?) If possible please list how many pages your web site will consist of.

3. Do you have all of your project content ready (text, imagery, multimedia files, etc.)?

4. What elements do you see as "global" or appearing on every page within the site?
5. What elements do you see on the home page?
MAINTENANCE:

1. What areas of your site will be updated (for example, news, events) and how often (for example, daily, weekly, monthly, semester, annually)?

2. Describe the maintenance team and individual responsibilities and time allocation, if known. (Full time? Part time? Split jobs?)

3. How will the site be updated? (CMS, RSS feed)
TECHNOLOGY:

1. Please identify whether you currently use any of the following features on your site. Describe in as much detail as possible. (Check all that apply and describe briefly below.)

· Video

· Audio

· Image Galleries

· RSS Feeds (for news, events)

· Survey/Voting Tools

· Email Newsletter Registration

· Event Registration

· Purchase Event Tickets

· Other

2. List any other features that you hope to add to your site, now or in the future.

MARKETING:

1. Briefly, what are your short-term marketing goals (in the next 6-12 months)?

2. How will this site help to meet your goals?

3. Do you have an existing or planned marketing strategy in mind to promote this site? If so, please, describe.

4. What methods of distributing the URL already exist?
SEARCH ENGINE LISTINGS:

1. Would you like your site listed in the major search engines?

2. Please list your key words and key phrases that your users will search on to find you.

3. We need a list of competitor or similar sites. Do a search as if you were looking for your site. What sites come up at the top of the search engines?
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