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	Client Consultation Form


	Company: 
	

	URL: 
	

	Company Address:
	

	City:
	
	State:
	
	Zip:
	

	Contact Name:
	
	Industry:
	

	Contact Title:
	
	Department:
	

	Contact Phone:
	
	Contact Email:
	

	Additional Meeting Participants (Name, Title, Email)
	

	Next Steps/Notes:
	

	Account Executive:
	
	Date:
	
	DDT:
	

	Company Background And information

	Tagline or Slogan?  Trademark? What words best describe your product or service?
	

	What audience are you trying to reach with your website? Age, gender, income, profession, geographic area?

	

	What are some of your long term goals for the company?
	

	What is the number one challenge your business faces today? 
	

	Marketing specific questions

	What is the main objective of this project? (i.e. lead acquisition? sales? referral? renewal?)  
	

	Is your website generating the level of business you are happy with? Leads, Quotes, information requests etc?  What are your goals?
	

	What is the $$$ value of a new client?
	

	What is your current cost per lead?   Website vs. traditional marketing?
	

	If 100 people visit your site today, how many do you get a chance to do business with?
	

	How do you track leads?  Do you have a CRM?  If so, which one?
	

	List at least two competitors and their website address?
What do you like or dislike about their sites?


	

	What was your marketing strategy last year? 

Media/Print/Trade publications/Trade shows?

What were the Results?


	

	Do you have a strategic marketing plan for your business?  If so, does it include the website?


	

	Print and collatoral Questions

	Do you need logo creation as part of the project?  Will you be looking to print new collateral as part of the project?  If you don’t need a logo, can you provide it electronically (EPS or .jpg)?
	

	Does your company have existing collateral in this case includes any marketing material: brochures, business cards, flyers, etc)


	

	If we provide graphics, what style would you like them in? i.e. photography, illustration, cartoon, etc.?
	

	Do you have photography or images you would like to use in this project or design? Are you open to the usage of stock photography on the site? Please keep in mind that the cost, if there is such, of licensing for the stock imagery will be passed onto the client.


	

	Website development Questions

	Where do you currently host your site? “This helps to understand if you are a candidate to move your site”


	

	Do you desire to use existing content?  Created in-house or using other services?
	

	Do you currently have a content management system?  Do you have ability to edit the HTML code? 
	

	How often do you plan to update the site?  Who is responsible for those updates and content?
	

	What action do you want the user/visitor to take? 
	

	Interactive components: Online survey? “Contact Us” form? Auto responders? Pop ups? Audio downloads? Video downloads? Event registration? Other unique content?
	

	Items that may require Consulting or further development explanation (does the site need?):

 FORMCHECKBOX 
 A secure area?  

a. If so, what would be its purpose?

b. Secure log in?

c. Will you need an SSL certificate?

d. Member profile?

 FORMCHECKBOX 
 Would you like additional communication sent to your users?

a. Email?

b. Newsletter?

c. E-Mail manager?

 FORMCHECKBOX 
  Is you company subject to any compliance items?

a. HIPPA?

b. Sarbanes Oxley?
c. Section 508?
d. CISP?

	 FORMCHECKBOX 
  E - commerce capability or a shopping Cart

a. How many items?

b. What type of inventory?

c. Does the inventory have variations?

d. Who is the existing merchant account with?

e. Who is your shipping provider? i.e. FedEx, UPS, USPS

f. How are items shipped? i.e. Flat rate, total dollar, by piece?

g. Will you be charging sales tax?  What percentage?

h. Any special pricing rules? i.e. Discounts?

i. What is the current process used to fill orders that are placed?

j. Which credit cards do you accept?

k. Do you need online credit card authorization?

l. Do you want to accept checks and purchase orders?


	Begin with the end in Mind: Imagine a blank canvas in front of you, paint me a picture of your finished site.  What behaviors do you want to drive? DREAM BOARD.  Think, see, and feel.


	

	Meeting Wrap Up

	Is there anything else you would like us to consider in producing your website? Special Notes?
	

	Based on what we’ve discussed, what is the initial time-frame for this project?  When would you like your site to be consumer ready?


	

	Based on what we’ve discussed, what is the initial budget for this project?


	


We will use this information to provide a set of recommendations that match your specific goals.  Let’s set a time now when we can reconvene to review those recommendations along with our time and cost estimates.

Ref: 

1. _______________________________________________________________

2. _______________________________________________________________

3. _______________________________________________________________
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