Website Intake Q&A		[Agency / Project Name]
CONTACT INFO
	Agency
Main Contact
	· [bookmark: _GoBack]
· 

	Phone
Email
	· 
· 

	Account Rep 
	· 



GENERAL
	Timeline
	· Estimated go live for public site:  
· Estimated go live for intranet site:  

	Scope
	How many web pages do you have/anticipate?
· 

	Budget
	· Design and build:  
· Long term maintenance/support:  

	Internal Resources
	What is the skill set of internal resources (Graphic Design, CSS, other)?
· 
Tools:
· 



OVERVIEW:  briefly describe your vision for the website
	Primary Goals
	· 

	Target Audience
	(General public, businesses, legislators, educators, etc.)
· 

	Main Messages
	What are the main messages you want to present?
· 

	Branding & Imaging
	What sort of branding and image to you want to portray?
· 

	User Experience
	What do you want the user experience to be?
· 



WEBSITE RESEARCH
	Current Website
	Please provide some information on your current website(s)
· URL(s):
· Where hosted:
· Type (static or name of CMS):

	Current Website
Likes
	What do you like about the current website?
· 

	Current Website
Dislikes
	What don’t you like, or would change?
· 

	Other Websites
	Looking at other websites, which do you like? (Include URL)
· 
Why do you like them?
· 
What specific aspects are appealing?
· 



WEB DEVELOPMENT SERVICES
	Web /
Graphic Design
	Do you want new branding?
· 
What kind of look and feel are you interested in?
· 
Do you have specific templates or layouts in mind?
· 

	Information Architecture
(Taxonomies)
	Do you have top-level categories?  Please list:
· 
Do specific areas, such as press releases, need organizational schemes?
· 

	Forms and Contact
	How do you want people to contact you? (form, e-mail address)
· 
Do you have special forms you want posted?
· 

	Dynamic Content
	Do you want any dynamic content on your site? If so, specify below and include any detail you currently have:
· A-Z Index
· News / Press Releases
· Blogs
· Data Grids
· Other Dynamic Lists (explain)

	External Content Libraries
	Do you need to present content from external libraries?
· FileNet
· Flickr 
· YouTube
· Other (including PDF libraries)
Please list any special display requirements for external content
· 

	Video/Audio/
Downloads
	What kinds of downloads or media do you want available?
· 

	Social Media
	What kinds of social media to you want on the website?
· Facebook
· Linked In
· Twitter
· RSS
· Other

	Calendar
	Do you need a calendar?
· 
What specific functionality is required?
· 

	Integrations
	Are there any databases or applications that need integration into the website? 
· 
Do you have document management needs?
· 

	Secure Access or Intranet
	Are there areas of the website that will require a login?
· 
What sorts of information will be in this area?
· 

	Search
	Search form: list any special search form requirements, including dropdown menu to search specific sections, such as news items.
· 
Results page: list any specific requirements for the results page.
· Layout:
· Number of results:
· Specific fields:
· Other:

	Website Analysis
	Do you need any website analysis tools?
· Google Analytics
· Google Spotlight
· Site Improve
· WebTrends
· Other:

	Other
	List any additional functionality you need:
· 



TRAINING:  All content creators, editor, publishers must participate in a minimum of 4 hours of training to gain a basic understanding of Tridion concepts and roles, and to learn how to create both text and multimedia  content, use metadata, create pages and publish content.  List below the people who will fulfill these roles: 
	Content Creators
	· 

	Editors
	· 

	Publishers
	· 
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