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Web project template
This document helps you define the aims, scope, and specific requirements of a web development project. Providing concise, specific details helps to focus project development and resolution, leading to more effective outcomes.
Project title:

Client:

Client contact:
About your organisation
Provide a brief overview of your organisation/business (for new clients)
What are your strengths or unique features?
Background to the project

What is the reason for the web project?

How does this project align with your brand/communications/marketing strategy?
Do you have an existing website? Domain name (address for your site) registered? Email accounts at your own domain?

Provide analysis of your current online presence: audience engagement, metrics, etc.

Project scope

Detail the nature and scope of the project: what needs to be created/produced?
Project priorities (choose only two): done quickly, low cost, high quality

Please qualify:

For this project, what matters most?

Detail measures of success: methods to test or gauge project effectiveness.
Audience

Who is the project audience(s)? Primary/secondary.
Detail demographics, psychographics, geographics, behaviour, lifestyle.

What does your audience(s) think and feel about your organisation/service/product?

What is their online experience/access/usage?

How do/will they find your website?

If they were searching for your product or service on ‘search engines’ like Google, what words or phrases would they use?

What three things do they need to know about your product or service to make them want to find out more?

What action do you want to provoke when they visit the site? 

Content scope
Outline content required: text, images, illustration, multimedia, etc

Note origination, collation, or editing requirements.

Note any mandatory inclusion: logo, straplines, contact infos, etc

Supplied content should be provided in a separate document as ‘final’.
Functionality

Outline the functionality requirements of the site, eg. membership/joining, email forms, blog system, online forum, e-commerce, interactive elements, social media connectivity, etc.
Design criteria

What creative approach is appropriate? Style, tone, mood, etc?

Detail required inclusions: colours, typefaces, logos, etc (provide brand guidelines where applicable) 
Provide examples of comparative design material or examples, with explanatory comments: what is effective or appropriate, and what is not.
Technical specification
Outline any technical criteria for the site, eg. access speed, browser/platform requirements, coding or database requirements, ISP/hosting requirements.

Define the level of site metrics required.

Usage and monitoring requirements.

Outline level of Search Engine Optimisation (SEO) required.
Project deliverables

Specify the deliverables and milestones: 
briefing, architecture, design, domain registration, hosting, content creation/editing, development build, content population, site testing, SEO

Maintenance and training

Outline maintenance responsibilities and schedule for the site, including: content, images/media, functionalities, databases, documentation, training.

Project timeline
Outline the timeline for the project: milestones, checkpoints, deadlines, etc

Budget

Indicate budgetary range, considerations or limitations.
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