[image: image1.jpg]& green pond

CREATIVE




Thanks for taking the time to fill out this nifty Project Planner. Planning and communication are key to a successful project. If questions do not apply to your project, feel free to leave them blank. After you’ve completed the Planner, kindly save the document as yourbusinessname.pdf and e-mail the finished form to info@greenpondcreative.com. Thank you!
Contact Information       

Your name:
Your business or organization name:
Your email address:
Your phone number:
Preferred method of contact:
Technical Information
Domain Name: must be registered through your web hosting service and approved by a domain registration service before you can use it. You can check the availability of your domain name at 

HYPERLINK "http://x.co/Y7X9"GoDaddy

HYPERLINK "http://x.co/Y7X9".

HYPERLINK "http://x.co/Y7X9"com
Domain name ____________________________ 
___Desired ___Already Registered
Hosting: must be purchased separately by the client. We recommend 

HYPERLINK "http://secure.hostgator.com/~affiliat/cgi-bin/affiliates/clickthru.cgi?id=grnpnd"HostGator for our clients. We will require cgi-bin access and FTP access.
If you have already registered your domain name with a web hosting service:
Web Hosting Service ________________________  
Access information: _________________________________________
If you have not already registered for web hosting, please email us with the appropriate access information as soon as registration is complete.
Project Goals

What is the nature of your blog/business?
What is your business tagline? (If you don’t have a tagline, please sum up your business in one sentence.)
What is your main objective or reason for this project (i.e., promoting a new product/service, making the site user friendly, targeting a specific audience)?
What impression do you want visitors to your site to have of you?
What is your desired launch date for this project?
Are there any considerations that could impact the project schedule (i.e., new product launch, trade show, marketing campaign)?
Site Redesign Information
(If this site is not a redesign, please skip to the next section)
What is your main goal for this redesign (i.e., provide a better user experience, update the site's look and feel, target a different audience)?
Are you looking for a new logo and branding for your site?
Which aspects of your current site do you feel are successful and why?
Which aspects of your current site do you feel are unsuccessful and why?
Do you plan on using content from the existing site and if so, which portions?
Do you know how many people visit your current site on a daily, weekly, or monthly basis?
Target Audience    

Describe a typical user that will visit your site (provide more than 1 profile if applicable):
What action(s) should the user perform when visiting your site (search for information, sign up for an account, purchase a product/service)?
Look & Feel  
To the best of your ability, use words to describe the end result of your project's look and feel (i.e., clean, balanced, modern):
Do you have any color / accent preferences?
List two or three other sites you like and why:
How does your company set itself apart from the competition (please provide competitor URLs)?
Do you currently have a logo? If so, please email us the Photoshop or Illustrator files for your logo along with any other assets.
Site Content    

List the number of pages / navigation tabs your site will have.
Ex:
· Home
· About
· Services
· Consulting
· Marketing
· PR
· Contact
· etc.
Please prepare a Google document or Word document with the final draft of text for each page on your site. Email this to us at info@greenpondcreative.com.
Also include the images you would like placed on each page (.jpg, .png, or .gif formats only). These should be original images or stock images purchased from a site like istock.com.
If videos are to be placed on your site, please upload them to a video hosting site like 

HYPERLINK "http://vimeo.com"vimeo

HYPERLINK "http://vimeo.com".

HYPERLINK "http://vimeo.com"com or 

HYPERLINK "http://youtube.com"youtube

HYPERLINK "http://youtube.com".

HYPERLINK "http://youtube.com"com and link us to the video page. We will pull the appropriate embed code from that page.
Do you want to sell products on your website?
What email address should be listed as the contact email on your website?
Social Media
List below the address of your profile on any social media website that you would like linked from your website.
Facebook:
Twitter:
LinkedIn:
Google+:
YouTube:
Pinterest:
Other:
Do you have a preference for any social media feeds to be featured in your website’s sidebar (recent tweets, Facebook Like box, etc.)?
Do you have plans to collect email addresses on your website and send out email newsletters?
A La Carte Options
If you have chosen any of our a la carte options, please provide us with the appropriate usernames & passwords so we can access your social media profiles or shopping cart.
Branded Facebook Timeline Cover:
Branded Twitter Background:
Branded YouTube Channel:
Shopify Storefront:
Mailchimp Newsletter Templates:
That’s It!
Once you’ve filled in this Project Planner, here’s what you can do:
· Email us the completed Project Planner
· Email us any assets like logo files/text documents/image files/video links/etc.
· Make sure you are familiar with our Terms

HYPERLINK "http://greenpondcreative.com/terms-of-service/" 

HYPERLINK "http://greenpondcreative.com/terms-of-service/"of

HYPERLINK "http://greenpondcreative.com/terms-of-service/" 

HYPERLINK "http://greenpondcreative.com/terms-of-service/"Service on our website
We’ll get back to you with any questions and an invoice for your project!
Happy Swimming,
The Green Pond Creative Team
Green Pond Creative | email: info@greenpondcreative.com

