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About the Project Proposal Worksheet

We ask you to complete this project proposal worksheet in as much detail as possible.  Within 1 – 2 days of receiving this project proposal, we will let you know the initial ballpark cost, with approximate start and finish dates.  
We will then discuss the proposal with you, along with additional and alternative solutions, which add value to the project.

Within a day or two of your acceptance of the ballpark cost, we will write a project specification.  For larger projects, an upfront payment for this will be required.
The project specification takes into account your project proposal and our discussions with you.  It precisely details:

· How the project will function, 
· What our obligations are,
· What your obligations are,

· What steps we’ll take to producing your web site,

· A breakdown of costs and payment schedules,

· Deadlines, with start and finish dates, and

· Our standard Terms and Conditions
The project specification is the agreed document to which we all work from - so we encourage clients to carefully read it and provide detailed feedback.
Once the project specification is agreed, a 50% non refundable deposit (25% for larger projects) is required for us to begin work.  We then work through the project specification to complete the project.
1. Details
How did you hear of us?


Search Engines / Web Site (please state which)

Referral (please state who referred by)


Existing client
Is this a new project with us, or further work to an existing project?


New Project


Further work to existing project done by n7 Studios


Further work to existing project done by third party

Is this a project for yourself, or for your client?

Myself / My Company


My client / 3rd party

Note: Timescales, cost breakdowns and project specifications are only provided for clients.  If you are acting on behalf of your client / 3rd party, you must provide proof of client sign off / approval for the project.  This helps to ensure we do not go through a lengthly timescale / cost / specification process, only to find that your client never had any intention of going ahead with the project.
What is your current or intended website address?


http://
When will you want this project to start?


dd/mm/yyyy

When will you want this project to finish?


dd/mm/yyyy
Who will the single contact person responsible for overseeing the project?

Name, Position, Phone and Email Details
2. The Project

What is your budget for this project?

This is not designed to be a trick question – it helps us identify what we can provide for the budget you have.


[]
Tell us about your project.  What will it involve?  How will it work?  How will it look?  Also consider specific functionality – searches, video, audio, newsletter opt ins.  Are there any future considerations to bear in mind? (we can develop your project with these in mind, to keep costs down in the future).
Good answer: We are looking to build a web site to allow sell our widgets.  Purchasers should be able to order multiple items, and pay using Paypal.  They should also be able to track their orders and raise queries / arrange returns on faulty widgets.  The web site should also provide details about our company, including team profiles and a contact form for general enquiries.
In the next 6 months, we would like to implement trade pricing for authorized accounts – but this isn’t something we are looking to do just yet.

Think about other functionality, too: searching, photos, video, audio, newsletter opt ins etc.
[]
What are the primary goals of this project?

Good answer: To increase revenue by 20%, from our current monthly revenue of £10,000, and increase site visitor numbers by 40% from our current monthly 5,000 visitors.

[]
What will be the primary action of site visitors?

Good answers: Find information about our widgets, purchase a product, opt into our newsletter.

[]
Do you have access to any current visitor usage statistics?  If so, please provide details.

[]
Who are your main competitors?
	Competitor Name
	Details
	Web Site Address

	
	
	

	
	
	

	
	
	

	
	
	


Will you require a CMS (content management system) / use of your existing CMS (if you have one) to allow you to edit the web site?  If so, which CMS, and what functionality is required?
Good answer: Yes – Wordpress, to provide the ability to add, edit and delete event listings, containing the event name, address, location, start and end dates, a picture, a link to the event web site and an option to mark events as ‘featured’.

[]

Will you require training on using the CMS?


Yes / No

Will you require documentation on using the CMS?

Yes / No
Will you require web site hosting?


Yes


No, I already have web site hosting.


Provider:

Package Details:

3. Design

What colours and imagery would you like to use (if you have any in mind)? 

[]
Are there any particular web sites / designs that you like, in relation to this project?  If so, why?
If you have an existing colour / imagery scheme, would you like us to follow that, or does this project need to be unique?


[]

4. Content

Who is responsible for maintaining the web site and providing content?

Name, Position, Phone and Email Details
Will you need the services of a copywriter?

Yes
No

Will you be providing professional photography for the project, or will this need to be sourced from stock photography?


Client will supply professional photography

Client will source professional stock photography


n7 Studios will source professional stock photography

5. Audience

Who is the intended audience for this project? (Consider their age, background, location etc).

Good answer: 30 – 45 year old males in the UK, who hold director / consultant positions in mid to large sized financial institutions. 


[]
6. Marketing and Promotion

Will you require marketing assistance?

(Search Engine Optimization, Newsletter / Email Campaigns, Paid Advertising, Offline Marketing, Affiliate programmes)

Good answer: Yes – we would like our site to be search engine optimized, and to allow site visitors to opt into a monthly newsletter, which would contain information about our latest widget products.

[]

7. Final Instructions
Please re-read this form, and if you’re happy with it, email it to tim@n7studios.co.uk.

We’ll be in touch within a day or two to discuss your project and provide a ballpark estimate.
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