Que-Ess Web Services
Website Design and Content Worksheet 

  

You'll find it's a considerable amount of work to prepare your company's materials for the Web pages we will construct for you. Think of us as your company's graphic designers. You supply the raw materials and we assemble them onto graphically pleasing, easy-to-read Web pages. 

In our Small Business Web Site Package we include everything the average small business needs for Web pages. But be sure to see the limits of what is included in our packages. This information is included on Quote # 031210-001. Any services required beyond Quote # 031210-001 will be subject to extra charges. 

Text

· You should provide us with a separate file for each Web page. Use the attached worksheet to indicate which file names correspond to which Web pages. 

· Please do not send us a draft of your text. Send us your final version. While we expect to make minor changes here and there after the Web pages are prepared, we charge extra to format and insert brand new text. Most word processors allow you to count the approximate number of words. Web pages which contain more than 1,200 words may be subject to additional charges, especially if they require a good deal of formatting. 

Graphics

· The photos or graphics you choose for your Web pages are detrimental to the quality appearance of your Web site. Clipart can be used, but tends to make the pages look amateurish. Photos are probably best. 

· You may send graphics to us in either digitized form or hard copy photos which we will scan. 

· Prepare captions for each photo. You may attach a note to the photo to indicate its caption and which Web page it goes on. 
Please complete and send this Web Page Design and Content Worksheet to Que-Ess Web Services. 

	Client Name
	

	Client Phone
	

	Client Email
	


Domain Name
Extensions available include:  .com, .net, .biz, .info

	1st Choice
	www. ___________________________________________________ . ____________



	2nd Choice
	www. ___________________________________________________ . ____________



	3rd Choice
	www. ___________________________________________________ . ____________



	4th Choice
	www. ___________________________________________________ . ____________



	5th Choice
	www. ___________________________________________________ . ____________




	Client Signature
	__________________________________________________ ____________



	Date
	__________________________________________________ ____________




Layout and Design

	Colors 
	Site main colors: _______________________________________________________

Logo:  ________________________________________________________________

Text background: ______________________________________________________

Text: _________________________________________________________________



	Layout
	Logo placement: _______________________________________________________

Menu placement:   FORMCHECKBOX 
  Above content     FORMCHECKBOX 
  Left margin    FORMCHECKBOX 
 Right margin

Contact info placement:   FORMCHECKBOX 
  Above content    FORMCHECKBOX 
  Below content    FORMCHECKBOX 
  Left margin    FORMCHECKBOX 
 Right margin

	Special 

Requests
	______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________




Client Initials:  __________________

Content
	Home Page
	Your Home Page is the first page potential customers will see. Provide a description of the services provided by your business.  Include a history of the business, i.e, When did you start your business? What makes your business stand out from the competition? How can potential customers contact you? What types of equipment do you have? What makes your staff special? 
Include pictures with content information.  Pictures of staff , owner, equipment, products (such as lotions), etc.

	_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________


Client Initials:  __________________

	  Contact Us 

   Page
	Provide information on location, directions, hours of operation, staff, email addresses, etc.  This is a good place to include customer satisfaction reviews or comments.

(If you use pictures of customers, be sure to get a signed release so that we can legally include that photo on your website.)

	_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

____________________________________________________________________________________


Client Initials:  __________________

	About Us 

Page
	Provide information on location, directions, hours of operation, equipment specific to this location, etc.  This is a good place to include customer satisfaction reviews or comments.

Include pictures with content information.  Pictures of outside and inside business are always a good idea. (If you use pictures of customers, be sure to get a signed release so that we can legally include that photo on your website.)

	_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

____________________________________________________________________________________


Client Initials:  __________________

	Additional 

Pages
	Provide information  required for additional Web pages.

	_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

____________________________________________________________________________________


Client Initials:  __________________
