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What is the Purpose of your web site:  This may seem like a very simple question, but you should put some serious thought into answering it!  Is the focus of the site on your product? Your organization?  An event or promotion? A web site usually has more than one objective.  Your main objective may be to sell your product, but you may also wish to provide information about your company, service and support, free information relevant to your business, etc.  To promote your organization, consider who you are, what you do, your company’s background and credibility.  Do you need an overview of your product(s) or services, or full details about them?  Do you require a customer service page or a customer comment page or a general questionnaire for marketing purposes?  Do you need an on-line store? Will you be taking orders via credit card or check over the Internet? 

· Write down the main purpose of your site.  Then make a list of any other objectives you would like your site to include. Finally, label the list in order of importance… number one being your main purpose.

· What is the main message the web site should get across to your visitors?

Is your site aimed at the general population, specific age group, interest group or private individuals?

· Who is your audience?

Secure sites are necessary for sending or receiving private information such as credit card numbers, etc.   Password protected sites require the viewer to enter a user name and password to be able to view your site.

· Will your web site require either a secure site to transfer private information or a password-protected site to prevent the general population from viewing part or your entire site?

Most large companies already have an image established.  But all businesses, big or small should adopt an image and work with it consistently.  Is your company high tech, conservative, innovative, people oriented?  Your web site should reflect that image.  

· What is your company’s image?    Is it already established, or are you trying to develop one?

Many companies are easily recognized at a glance due to its advertising slogan or logo, etc.  These should also be incorporated into the web site. 

Many small businesses use “wordmarks” instead of logos to make their company name easily recognizable.  A “wordmark” is the way a company name or phrase is consistently displayed.  For example instead of say greensites.com throughout our documents we could use a green Arial Black font italicized so that our company name would consistently look like this  GREENsites.com 
· Are there existing images/slogans/colors/logos/wordmarks etc. that should be incorporated into your site?

Would you like your own Domain Name or would you like to be an extension of the greensites.com name?  For example:   your web address could be   www.yourcompanyname.com .  This is the most expensive method, but is also the most easily recognizable and easy for your audience to remember. Or you can have a third level domain name such as www.yourcompanyname.greensites.com .  With the least expensive method your address would be found at www.greensites.com/yourcompanyname .

· What would you like your web address to be?

Do you need your web site up and running for a specific date?   Keep in mind that if you require your web site next week, you must have your homework done…. all your web site content, text, images, etc must be ready for the web designer to begin work.

· Do you have a critical launch date?   When do you hope to have the web site completed by?   When will you have all the information needed by the web designer?

Some web sites have information that changes daily, weekly, monthly, etc.   Some web sites rarely change the present content, but keep expanding with new information.   Some web sites keep the same content but are re-designed regularly.   

· How often will your site need to be updated, expanded and/or redesigned?    For what purpose?

Some people view their web site a success if they get a certain amount of visitors to the site each month.   Some people will view their web site as successful if they receive compliments about the sites information.  Some will view their site as successful if it generates a certain amount of sales within a certain period of time.

· What would your web site have to accomplish for you to view it as a success?

· When would you view your web site as a failure?

Well that should get you started thinking about many things your web site could contain.   And don’t forget that what you decide on right now is not set in stone.  It can be changed. Or you might find it growing in a whole new direction.   Perhaps you will receive comments from your visitors or clients that will improve upon your web services.  The web itself is continually growing and changing.   You and your company can be a part of it.  Start today, big or small, and discover how the World Wide Web can work for you.

· Write down any additional comments you have about your web site now or in the future.

Your web site content:

You can often find content for your web site from your company brochures, advertising copy, press releases, presentation material, proposals, etc.   Of course you can also create content specifically for the web site.

Images:   A web site can contain still photographs or short video clips and animations.

Images can be computer generated images or photographs or slides that are scanned into the computer. Still images can also be single frames taken from a film or video.

Try to include a picture for every topic you include on your web site.   Include pictures of products,  your business inside and out, logos, etc.   Let us know which pictures you definitely want to use, and which pictures are simply filler to be used if needed.

The larger and more detailed an image is, the longer it will take to be viewed by your customer.   Many potential customers will grow impatient if a site takes to long to load onto their computer and will not wait to see your site. Often they will move onto your competitor’s site.  To combat this,  we compress the images, and display them at 72dpi which is presently the standard video display resolution.  Tiny or highly detailed images may not “read” well on your visitor’s monitor.  Make sure any images you supply to us are clear, sharp and legible.  The better the quality of the images you supply us with, the better it looks on your web site.  (Restoration work, image creation, animations, etc. can be done by us for a fee).  

Also be aware of copyrighted material.  If the image you are supplying is not an original of yours, always get permission from the artist/publisher.  It is your responsibility to make sure the content you supply us with is legally acquired. Although it is easy to take someone else’s photographs, images, etc from other web sites, it is not legal to do so without the permission of the author.

Audio:   Although web sites can include audio, it is generally not recommended.   Most internet users find that the audio detracts from the site and slows it down.  Before you decide to use audio, decide whether it is actually beneficial to the site.  Audio can be played automatically as a background soundtrack, or a button can be displayed so the visitor to your site can control the sound, turning it on or off at their discretion.

The same copyright laws apply to music as they do to audio and text.  If it is not your original work, make sure you have permission to use it.

Text:  Include text for all areas you want to cover in your web site; business, contact information, product descriptions, questionnaires,  price lists, company background, awards, services, forms, etc. Again, note what information must definitely be used within your web site, and which information can be used if necessary.

Text may be in point form or written out exactly as you would like us to use it.  Please let us know if you want us to use any information exactly as written.

If you would like certain words or phrases in your text to link to a different area (perhaps to a simple definition of the word, another page in your site with more information on that topic, or to another web page not corresponding to your site – just make a footnote about the link within your text.)

Any images, audio or text may be supplied to Greensites.com via any medium.  It can be sent to us in recorded form such as video tape, audio tape, film, etc. Printed form such as slides, photographs or text. Or in electronic media, such as computer disk, zip, cd, e-mailed, etc.

For more information: 

visit our website at www.greensites.com  e-mail us at info@greensites.com 

phone 519-275-2794   or  519-271-8824   or    fax  519-275-2794  

write to  Greensites.com     301 Albert St.   Stratford    Ontario    Canada   N5A 3K8

