Metropolitan Website Design

Website Planning Worksheet

Company Name: 
Contact Person:
Address: 
Tel: 
Email:
Site Organization
Please label pages you desire and cross out the rest.


Total number of pages desired ________________ 

If you need more, please list them here:


Site and Domain Names

Site Name on Header: ____________________________________ 

Domain Name You may check the availability of your domain name at www.name.com

Domain name ____________________________     ___Desired ___Already Registered 

Note: We can also help you register a domain at no extra cost. You only pay the domain registration fee.


Basic Page Elements

These are the important items which appear on nearly every web page on your site. 

· Logo or Graphic. Header showing on every page. Please email us in JPG or GIF form.
· Page Title in larger type. Heading Font Style: ________________ (leave blank if unsure) 

· Text. Body Font Style: ___________________ (leave blank if unsure) 

· E-mail response link to the following e-mail address: 

· Copyright and trademark information in small print at the bottom of every page. 

Do you have any trademarks or service marks? If so, please list them here and indicate if any are registered trademarks:
  

Photos, Graphics, Animations, Sound, and Video

Our contract includes a statement that you own the copyright to, or have permission from the copyright owner to use any photos or graphics you send us. 

· Clipart.

· Photos you supply by sending the digitized images in an email attachment.

(Please write down the photo number and inform us of your choices, and which page each photo goes on. We can help you find and select the photos, for an extra charge).
For an extra charge, we can equip your web pages with: 

· Sound, either MIDI musical background or mp3 files for music or voice. 

· Animated GIF images. We make animations for an extra charge. 

· Flash Animations
· Video clips 



Response Forms

What is the purpose of your response form? 

__ Guestbook for visitors to record comments
__ Request for information
__ Survey of customer preferences 

Notes:



Registering and Advertising Your Website

· Registering your website with search engines 

· Finding industry-wide linking pages and negotiating reciprocal links to and from their web pages. 

· Purchasing web advertising 

· Free classified ads tailored to your business or product

· Becoming active in several Internet news groups and mailing lists 

· Developing a "signature" mini-ad attached to all your e-mail messages 

· Including your e-mail and Web addresses on all your company's print literature, stationery, and display advertising 

· E-mail newsletters 

We can include “page” or “hit” counters if you would like to keep track of visitors to your site. 

Maintenance

Maintenance includes monthly or periodic updates or changes that may be necessary with certain websites. This is optional and includes an extra fee.



I agree to hire Metropolitan Website Design to prepare a website as laid out in this form. After processing of this form, an actual contract will be prepared and signed by both parties.
Signature _____________________________________ Date _________________ 



Please include all necessary text in Microsoft Word format, all pictures or graphics, logos and any brochures or company material that may be helpful. Please send a separate Word file for each web page. Please label all pictures and include a text tile declaring the placement of graphics and photos.
