Website Information Sheet

btm communications

[image: image1.jpg]The objective of this worksheet is to form a picture of what you desire in a website.  

What is the purpose of the your site?       

What message do you with to convey?       

What key ideas or words are associated with your message or purpose?      
The more material you give me the better I will be equipped to build your site efficiently.  

· Domain name – this is the address someone types in to find your site.  You can go to www.networksolutions.com to see if the name you desire is available  (e.g. buffaloteam.com).      
· FYI domain type - .com, .org, .us, .net, .info, .us, etc. A .org generally defines you as a non-profit and .net as a business. 

· Color theme - pay attention to the psychology of color. Visit the http://www.bitethemango.us/colorSCHEMES.html page to get some ideas.  What colors are important to your site?      
· Font - courier, verdana, arial, new times roman, etc. you want to choose a common font for your text since browsers can only display fonts they have on their computer. You can use exotic fonts on images (.jpg, .gif, etc.) since they don't reference font files.      
· Title tag - what browsers will display at the top of their page when viewing your site (e.g. welcome to buffaloteam.com!)      
· Meta description -a one sentence description of the site that many search engines display      
· Meta keywords - a list of key words related to describing the site, many search engines ignore these and search the content of the page directly, so don’t stress over the choice of words.      
· Copy/content - the words you want on each page – email me this. 

· Pictures - the more the better to work with.  Istockphoto.com is a great source of affordable stock images.  You can give me the # of the image or purchase it and email your images to me.

· Graphics/logo – I can created custom graphics if needed.  Email me your graphics.

· Navigation menu - how people will access the pages of your site (ask, contact, contribute, history, letter, map, and spotlight)      
· List of desired pages - generally the same as the menu, but individual pages may have links to additional pages.      
· A sketch of the layout of pages or a domain name of a website with a similar desired layout – email me the sketch or type a list of websites here.      
· List of desired features like forum, feedback, receive our newsletter, polls, picture gallery, contributions or shopping cart, etc.      
· Contact information - names, phone numbers, emails addresses, fax numbers, mailing address, physical location, etc. – email me this or list it here.      
please email (pastajon@gmail.com) me this information and requested files or burn everything to a cd and collect physical materials and get it to me.
