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FULL WEBSITE QUESTIONNAIRE 

General Intake

1. Who from your organization will be participating in the web development process? Please designate who is the primary point of contact and who has the authority to sign off on scope changes and final project completion. 

2. How much time is your staff going to be able to devote to this project internally for the development of this website? 

3. Are there any hard deadlines by which we must complete our work? 

4. Are there any other special considerations regarding your internal capacity, processes, or timeline we should be aware of? 

5. How tech savvy do you consider your organization and staff in relationship to web technology? (indentify all that apply) 

a. We know how to turn on our computer but find it scary. 

b. We are interested in technology but don’t have a ton of skills 

c. We use web based applications in our organization such as web mail on a daily basis 

d. We know how to update html websites with tools like Dreamweaver 

e. We have experience using a Content Management System or blog tool (Wordpress, Drupal) or online organizing database (Democracy In Action, Salesforce)) 

f. We are active in online communities such as Facebook, MySpace or Flicker 

g. We are supper geeks who twitter and have built our own tools 

6. What internal tech resources do you have (IT staff, tech volunteers, online organizer)? 

7. If you currently have a website how do you update it, and what technology is used? 

8. Who is responsible for updating your website it and how does this process work in your organization? 

9. What changes do you see to this process after you have your new website? 

OVERALL PURPOSE:

1. What are the key organizational goals for your web site? (ex, improve image, educate the public, raise money, mobilize our supporters) Please state these in as much detail as you can, and in order of priority. 

2. What is the *single* message you want a new user to take away from a visit to your site? What one thing do you want them to remember after they read your main page? This is often a succinct refinement of your mission statement; the answer to this question drives the layout of your main page, because you want your message very clearly stated.

3. If you have a website what do you like the most about it and what do you feel is missing? 

ABOUT YOUR USERS:

1. Who are the audiences and constituency for your new website? (Be specific if possible [members, staff, funders, researchers, allied organizations, opposition, etc.]) 

2. Who uses your current website (if you have one)?

3. If not mentioned above, who do you wish would use your website?

4. Please list 1-3 top priorities for each audience. What do you want them to do with the site? What are some of the questions that might drive them to your site?

5. Take a minute to describe one or two ‘typical’ users of your site (they can be real or imaginary). Describe them demographically (race, class, gender, etc.), politically, in terms of interests, etc. What are they looking for?

6. The users of our site also use the following sites (list up to 5 sites):

FUNCTIONALITY:

1. Below is a list of some possible Content Management System features. Please identify all of the features that you may want to have on your website. 

_ Events Calendar

_ Polls

_ Video

_ Refer a Friend

_ Maps

_ Blog

_ RSS Feed

_ Photo Galleries

_ Donation Processing

_ Online Store

_ E-Newsletter

_ Discussion Forums

_ Member Login (password protected back-end section)

_ Forms

_ Search Feature

_ Google anaylitics 

_ Integration with social networking sites such as Facebook, Twitter, Flickr, YouTube.. etc…

2. In thinking about the site’s functionality, please rate (on a scale of 1-10) the importance of the download time over visual and aesthetic presentation of information or other functions like animation that require longer download time, as well as more advanced systems and software to access. Please describe in further detail any information that is important for us to know in this regard.

3. Please list some sites that you feel function well, and/or that may contain elements of functionality that you would like to incorporate into your new site. These might include functions like a style of navigation, for instance.

4. Are there any other technical requirements or constraints in terms of the components of the site? Some examples for instance are: a donate-online function; the ability for site-users to upload content to the site; PDF’s or reports that need to be downloadable and fully printable; the primary audience is vision-impaired.

5. Does your site need to be in languages other than English? If so please list languages and extent of required content translation. 

6. Do you currently use or plan to use any email newsletter/blast tools, donation processing tools, online stores, online CRM tools or other 3rd party applications? 

7. Do you use social network and web 2.0 tools such as MySpace, Facebook and Flickr? 

8. Do you have special security concerns we should be aware of, please be specific (ex. our opponents may attack our servers, we work with sensitive communities / issue) ?

9. Are there functions that are not relevant to your site?

10. Are there any other functions required that are not mentioned above?

FUTURE SITE EXPANSION:

When planning and building a site, it is important to allow room for site growth and change, as the organization grows and changes. For this reason we ask, how do you envision your site changing/and or expanding in the future, and over what kind of rough timeline? Would these changes constitute changes in functionality, for example added features, animation, downloadable information options, online donating/products? Please list these in as much detail as you can foresee.

DESIGN

1. When focusing on your organization’s mission statement and the info gained above, what visual and aesthetic images come to mind. For example, what do you see in terms of colors, shapes, fonts, feel, literal representation or more abstract? (One factor to keep in mind when considering this aspect of the site, is that the larger and more complex the graphic and visual content for the site, generally, the slower the download time, and access for users to the site.)

2. Please list some sites that you are attracted to, and mention why, including elements like colors, fonts, composition, images, style, feel, navigation look etc.

3. Is there any visual imagery that you must or must not include as part of the site, and/or any other visual criteria that is important for us to know. For instance, do you currently have a logo, and what kind of guidelines must be adhered to in it’s usage; are there other logos that must appear on the site (sponsors/governing bodies etc). (If you need a logo also, please advise us, and we will suggest a process for development for both the logo and it’s application to the website).

4. Are there any visual elements and materials that you foresee being designed for this site, that you might like to apply to other materials, especially including print and or display/signage materials. This information is important for us to know before commencing the design for these elements, as the level of quality required for print and other forms of production is much higher that that needed for the web. Therefore, we wish to produce designs high enough in quality to meet any future applications they you foresee they may be used for.
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