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Website Creation Checklist 

Okay I see your eyes glazing over. Take a deep breath and just take everything one point at a 
time! 

General 

☐ What is your budget for your site? Think about the website creation and then separate 
that cost from the maintenance of the site. 

☐ Do you have a domain name? If not, do you have ideas on one? If so, what is it? 

☐ Who is your hosting company?  

☐ What is your company name? Do you want to use the entire name on the site, logo, and 
graphics? 

☐ Do you have special features in mind like ecommerce shopping cart, BLOG, RSS, Forms 
with emails, EZine, Newsletter sign up, auto responders, advertising landing/call-to-
action pages, etc.? 

☐ Expected completion date for your website to go live. 

Marketing 

☐ Intended audience. Is the audience regional, industry specific, company size specific, 
etc.? 

☐ Do you intend to give a call to action - make a sale, call in to you, fill out a form, etc? 

☐ Who is your ideal client and the specific attributes that you will be targeting in the 
website. 

☐ What are your website expectations, main emphasis and primary goals - increased sales, 
increased leads, etc.? Prioritize. 

☐ What separates your company from your competition and what do you expect will draw 
clients to the website? 

☐ How do you plan to market the website? 

☐ What company properties do you want to emphasize on the website? Prioritize. 
Remember that less is more. 
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Identity 

☐ Do you have a logo, professional photo or other graphics to be used? If not, do you want 
to have one created? 

☐ Have you identified a tag line? An example would be my tag line “Today’s Modern 
Assistant”. Click here for additional information.  

☐ Do you have keywords that you want to be found by in the search engines? 

Layout 

☐ Provide a list of websites (at least 3) that you like and don’t like and the reason. 

☐ Provide a list of competitor websites. 

☐ Provide a list of colors and fonts. If possible give example sites. 

☐ Provide intended website screen size (i.e. 1024x768, 800x600, or stretch to the entire 
width of the screen) and your preferred alignment, centered or left. 

☐ Provide your main pages for the site. 

☐ Provide any website copy you may have. This can be in word format. Excellence source 
is existing brochures, sales fliers, etc. 

☐ Provide any existing branding so that can be incorporated into the website. That would 
include business cards, letterhead, etc. 

☐ Provide image files for the website. Make sure you have permission to use the images. 

Post-Contract 

Access will be needed for testing and uploading your site. NOTE: To protect yourself, don’t ever 
give out this information before signing a contract with a provider. All information should be 
guaranteed to be kept confidential. 

☐ cPanel Access (Username and Password) 

☐ FTP Access (FTP Host, User and Password) 

☐ Hosting Company (Name, URL, and Tech Support Phone Number with any needed login 
information). 

☐ Google Analytics Code  

http://advertising.about.com/od/copywriting/a/guesttagline.htm

