Project planner 

It is VITAL that you provide us with a comprehensive brief about your requirements. 

1. It ensures YOU know exactly what you want to achieve from your project.

2. It ensures WE have a clear direction to find the best solution for achieving your goals.

3. It ensures the QUOTE is accurate. Details omitted from your brief will not fall into the project scope.
Share this project planner with your team, fill it out at your leisure and email it to contact@j6design.com.au



Call us to chat if you have a question: 0405 317 504  or  (08) 8121 8115  or  (07) 5660 6735
Your details

	Company name
	Answer:

	Contact person
	Answer:

	Address
	Answer:

	Phone
	Answer:

	Mobile
	Answer:

	Web
	Answer:

	Email
	Answer:

	ABN
	Answer:


The basics

What is required?

Answer: e.g. logo design, website (4-10 pages), business cards, content management system (CMS), brochures / flyers, animation, illustration, shopping cart / ecommerce, domain name, copywriting, web hosting, website strategy, e-newsletter / mailing list, SEO, content strategy, product catalogue, lead generation landing page, blog / forum, marketing, facebook landing page.
When do you expect the project to start? When does it need to be completed? Are there specific reasons?
Answer: e.g. Start ASAP, finished before November due to product launch.
What is the budget for this project? Your budget dictates how much time and expertise we can devote to your website. Please try to give an accurate figure that way we can ensure your solution is cost effective.
Answer: e.g. $5000, $8000, $10,000, $20 000, $40,000.
Corporate profile

Describe your business in a short paragraph?
Answer:

Do you have a current company tag line? Is it something that changes often or is it fixed?
Answer:

How many years have you been in the industry? 
Answer:

Describe your product or service?
Answer:

What are the trends / seasonal influences in purchase?
Answer:

Which product/service is most profitable?
Answer:

Which product/service should be highlighted?
Answer:

What are your areas/locations of service? 
Answer:

What are the brand attributes, promises, features, benefits etc?
Answer:

What are you key sales messages for the organisation?

Answer:
Target market

Who is your target audience? Age, gender, income group, location, purchase habits, occupation etc. 

Answer: 

How do you think your audience currently perceives your company?
Answer: 
Customer frequency of purchase?
Answer: 
Do they already know about your product or service? 

Answer: 
What motivates them? 

Answer: 
Why do they want your product/service?

Answer: 
What is the buying process? What steps do your customers go through when making a purchase decision?
Answer: 
What are your primary and secondary brand touch points? (Brand touch points are every possible interaction or experience people will have with your brand.)

Answer:  e.g. pre-purchase enquiry calls, website, advertisements, your shop, post-purchase surveys or mail-outs etc.
Market position

How do you measure up in the market?
Answer: 
Who is your main competition? List your top 5 competitors in the table below. 
	Competitor name and web address
	Their market strengths
	Their market weaknesses
	Comments about their website

	Name: 
www.
	Answer: 
	Answer: 
	Answer: 

	Name: 
www.
	Answer: 
	Answer: 
	Answer: 

	Name: 
www.
	Answer: 
	Answer: 
	Answer: 

	Name: 
www.
	Answer: 
	Answer: 
	Answer: 

	Name: 
www.
	Answer: 
	Answer: 
	Answer: 


Where do you have a competitive edge? What are your unique selling points (purchase factors) of your services or products? What are the tangible and emotional benefits to the target audiences?

Answer:
What do you want to be famous for? What is your promise: when people think of you, what words or thoughts will come to mind? 

Answer:
Explain what’s happening to bring about the need for this project. 
Answer:
Describe your future objectives for the next 5 years.
Answer:
Branding and current marketing
Do you have a style guide? If so, please supply. If not, what are your company colours, brand personality, font styles, brand themes etc? 
Answer: e.g. strong, modern, minimal, classic, fun, corporate, friendly, decorative, old fashioned, quirky etc. 
What is your current marketing strategy?

Answer:
Do you have business cards, flyers, brochures etc you can supply to us as examples?

Answer:
What aspects of your current website work well and why are they successful?
Answer:
What aspects of your current website are unsuccessful and why do you think that is?
Answer:
How do most people find out about your current website?
Answer:
Have you conducted focus groups, surveys or run user testing on your current site to gather feedback? If yes what were the results? If no, would you like to? 
Answer:
Logo design projects

What is the purpose of the logo project? 

Answer: e.g. stand out from competition, identify a new product, upgrade the company image etc. 

What do you like / dislike about your current logo (if you have one)?
Answer:
Please write out the logo name exactly as you’d like for it to appear in the design.

Answer: 

What does your company name mean? Where did the name come from?

Answer: 

Do you have a short tag line you will sometimes use, when appropriate, with your logo?

Answer: 

Give examples of at least 5 logos (in table below), which you feel portray some of the things you wish to portray in your logo design (ie colour, graphic, symbol, font etc). Example logos can be from any industry. You may only like a part of the logo or the colour or font. It maybe 

	Logo image / web address
	Comments about their logo

	Image: 
www.
	Answer: 

	Image: 
www.
	Answer: 

	Image: 
www.
	Answer: 

	Image: 
www.
	Answer: 

	Image: 
www.
	Answer: 


Note any ideas about style, images, and concepts for the brand. Do you want a symbolic or graphic logo - or would you prefer a textual logo - or a mixture of both.

Answer:
Are there any production considerations? 

Answer: e.g. needs to work as one colour or at very small sizes etc. 

How will the logo be reproduced?

Answer: e.g. offset printing, web, silkscreen, embroidery, embossing etc.

Is there something specific the viewer should remember about your company after seeing the logo?

Answer:
Graphic / print design projects

What is required? 

Answer: e.g. business cards, flyer, brochure, booklet, folder, poster, product packaging, t-shirt design etc. 

What is the purpose of the project? 

Answer: e.g. identify a new product etc. 

What do you like / dislike about your current flyer / brochure (if you have one)?
Answer:
Who will provide the copy/text? Do you require a copywriter?
Answer:
Who will provide the images? Do you require a photographer or stock photos?
Answer:
What are the print specs? 

Answer: e.g. 1000 of, full colour, spot gloss, rounded corners, matt, gloss etc. 

Is there something specific the viewer should remember after seeing the flyer / brochure etc?

Answer:
What is the call to action of the flyer / brochure etc?

Answer:
Website projects
Do you have a marketing plan for the new website?

Answer:
List the business objectives for your website in order of importance. 
Answer: e.g improve sales, increase customer satisfaction, reduce time spent searching for information etc.
List the top 3 pages which will aid this objective. Make your objectives specific and the results measurable.
	Business objective
	Page name / content type
	Objective of page

	Answer: 
	Answer: 
	Answer: 

	Answer: 
	Answer: 
	Answer: 

	Answer: 
	Answer: 
	Answer: 


How will you know (measure) if the website is a success?
Answer: e.g. 20% increase in sales, 70% of surveyed users expressing satisfaction, 30% reduction in time spent searching for info etc.
What functionality is required in the website?

Answer: e.g. cms, site search, image gallery, latest news / news archive, events manager, calendar, product catalogue, blog, rss, ecommerce, members area, e-newsletter, contact form, animation etc. 

Why will people use your site?

Answer:
Why will people choose your site over others?
Answer: e.g. biggest range of products, easy to use, friendly advice etc.
What are your customers needs on the website? 
Answer: e.g. simple navigation, product search, training videos, zoom images, product image gallery, select product options such as colours etc.
What is the primary action the visitor should take on your website? 
Answer: e.g. find a product, compare top 5 products, make a purchase, fill in a contact form, signup to newsletter, call us, search for info etc.
How often do you expect customers or potential customers to visit the website?

Answer:
What will encourage customers to return to the site? 

Answer:
Give examples of at least 5 websites which you feel portray some of the things you wish to portray in your website design. (Example websites can be from any industry). 
	Web address
	Comments on what you like / dislike about site.

	www.
	Answer: 

	www.
	Answer: 

	www.
	Answer: 

	www.
	Answer: 

	www.
	Answer: 


Are there any ideas on the proposed navigation scheme? 

Answer: e.g. left hand menu, top menu, right hand menu, panel style (ie explorer style), hover drop downs, or a separate menu for subpages etc.
How would you like customers to contact you from the website? 

Answer: 
Would you like your phone number in a prominent place on all pages?
Answer: 
Are there any other must have items or other creative considerations?
Answer:
Do you have a content strategy ready to supply? Will you develop it yourself or would you like assistance?
Answer:
Do you have a site plan you can supply? (ie Home, About us, Services – 3 sub pages, Contact us)
Answer:
Who will provide the copy/text for your site? Do you require a copywriter?
Answer:
Who will provide the images for the website? Do you require a photographer or stock photos?
Answer:
How often will new content be added or updated on the website? 
Answer:
Other information

Please supply any other information you feel may be required.

Answer:
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