web Maestro Website Development Preflight Checklist

virtually everything you need For Small Businesses and Organizations

This document is intended to help someone who is considering using a website for their small business or
organization. Whether building your own website, or hiring a designer, the more you know about why you want
a website the better the results will be (not all motivations are created equally!) If you use this worksheet, please
bring it along to your first consultation to help us understand how to best help you. (You can also send it in with
your request for a quote.)

v Who is your target market or audience?
v What is the main goal of your website?
v How will the website fit in with your other business goals?

v How large will your website need to be? Try to describe all the main pages you'll need to achieve your
goals. It's often helpful to draw a flow-chart to represent your site's pages. It doesn't have to be pretty,
and it can help you get a good feel for which pages your website really needs and which pages it doesn't.

v Will your site utilize interactive features, and if so, what type of activity do you envision?
v What type of information will you want to gather from visitors to your website?

v If using your website to encourage contact, who will be responsible for responding to email and phone
calls from website visitors?

v Who is your online competition, and how can you beat your competition in achieving your goals? What
does your competition do right, and what do they do wrong?

v What other websites should you target to get links to your own website, and what websites should you
link to?



How accessible will your website be? Does your target market include visitors who may be blind?

Will your target market include people who don't read or speak English? Will you need to provide
translations for all or parts of your website?

How often will the content on your website be updated, and who's responsibility will it be? Will you
have the staff to maintain the site in-house, or the funds to outsource updates?

How will you market or promote your website? You should at least include the website address on all
stationary, business cards and brochures. Will you advertise your website on TV, radio, or in print?

Will you participate in search engine advertising campaigns, and if so, which search engines are
important to your business?

Will you have time to monitor the monthly visitor statistics in order to evaluate the effectiveness of your
website? What type of information will you need to know?

Would your website lend itself to advertising for other businesses or organizations? Selling ad space is a
great way to compensate hosting and development costs.



