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1.
Organizational Overview:
If we haven't worked together before, we'd love to get a description of your organization, your mission, how long you've been around, and anything else you feel may be important to share. It would be helpful to include examples of your marketing materials, logo, current website, etc.

2.
Website Overview:
In plain English, describe your vision for the site.

3.
Project Criteria:
List any specific criteria for the project, including things like timeframes and budget.

4.
Site Goals:
Do you have specific goals for the new site or the site revision? How will those goals be measured or compared to the current site? These goals may be based on issues that have come up with the current site, changes in your audience demographics, changes in technology, or another factor, but identifying them early on will help us keep them in the forefront of the project.

5.
Audience(s):
Who is your target audience? (There may be multiple audiences). What do you want them to see first, what do you want them to do when they come to your site?

6.
Organizational Peers:
List the websites of some of your organizational peers (groups that do similar work, share similar audiences, etc.)

7.
Current Web Setup:
Do you have a site currently? What is it built on? How do you update it? What are the pro's and con's of it? Share statistics of the current site, things are going right, things that are not working well.

8.
Site map:
List a rough structure that you think the new site will have. For example, what will the main menu look like, and what will each item go to? This may change as development continues. 

9.
Look and feel:
Do you have any specific ideas for the look and feel of the site? Does your organization have branding guidelines that we should know about? Have you done any rough sketches, mood boards, or wireframes that would be helpful for us to see? What style or mood should the site convey?

10.
Examples of Mood/Functionality/etc.:
Provide a list of sites that have something about them that you like, whether it is the way the menu works, the general mood and feel of the page, the structure or layout, or anything else in particular. We may have more questions for you regarding the sites you list here, so don't worry if you're not sure how to describe what it is you like (or don't like) about a site, just try your best.

11.
Content:
Will you be using new content or pulling existing content from your current site? How will the content be input? Do you have access to a database from your current site which we could try to import into the new site? How will content be provided to us? Are you interested in adding any content that may need to be added manually as part of your training in the new site's administration? What types of multimedia (flash, audio, video, etc.) will you be incorporating into the site? Will the site be integrated with other social media accounts (Facebook, Twitter, YouTube, Flickr, etc.)? Will you be targeting certain keywords for search engine placement?

12.
Other Specifics:
How many people will be adding or updating content? Will there be a community portion to the site, or a members-only area? What new features do you want to add? Which areas will be added to regularly and which will be more static? What types of interactivity do you want to see? List any functions that the site will perform besides simply showing content on a page (shopping cart, membership, registration, calendar, forum, blog, SSL, etc.) Are there any programs or platforms that you will be using which the site will need to integrate with? Do you have a host you would like to use or an in-house server? How do you wish to track usage on the new site? Any other technical considerations? Do you need to set up email at your domain or do you already have it set up and want to keep it as it is? Who will do long term maintenance and security upgrades – someone on your staff, or would you like us to include that in our estimates?

13.
Post Go-live Strategies:
How do you plan to market the site once it is live?
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