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New project worksheet

For us to provide you with a useful and informative proposal, it's important to capture your project's purpose and scope clearly.

We've made this worksheet for you to capture the key information about your project in a structured way. Feel free to skip anything that's not relevant to you, but remember that the more you tell us, the better we'll be able to respond.

It's usually best to complete this as a team if you can, as you may all have slightly different perspectives on the project. 

When you've finished, send the form to us at contact@dxw.com, and we'll be in touch.

Your Organisation

What's your organisation's name, and which parts of your organisation are responsible for the project?

	


When we get in touch, who should we be contacting and how? What are their roles?

	


Who will ultimately be involved in sign-off decisions for the project, and what are their roles?

We won't necessarily need to contact these people directly, but it's useful to know who they are.

	


Your Project

What's the name of the project you'd like to discuss?

	


When's the project due to launch, and when do you anticipate starting work?

	


What's the project's budget?

This is really important for us to know. It gives us an idea of the possible scope for your project, and helps us to advise you on what we can realistically achieve together. You don't need to give us an exact number — a range is fine.

	


What's your project trying to accomplish?

A website is just a means to an end. What's your project for? What objectives will your website support?

	


How will you measure success?

Your site should have an impact on the world. How will you find out if it's working? What real-world  metrics or KPIs can you use?

	


What specific functionality do you have in mind?

How do you see the website operating? How do the features you have in mind support your objectives?

	


What are the outcomes of a successful visit?

When someone visits your website, what will they be trying to do? What constitutes a successful visit?

	


Are you replacing an existing site? If so, why?

If you're replacing an existing site, it would be useful to see it. Why is the site being replaced? What works well, and why? What would you like to change, and what effect do you hope the change will have?

	


Are there any other sites that are similar to your vision?

If you're replacing an existing site, it would be useful to see it. Either way: are there any other sites on the web that incorporate some or all of the functionality that you're looking for, or that have a design or approach that you admire? 

	


Your Users 

Who is your website for?

Most websites have more than one audience. Try to identify your primary audience, and add any others as secondary audiences.

	


Why do they want to use your website?

What value will your site offer to users? Why will they be visiting you? This should emerge naturally from your objectives given above, but it's useful to describe it in the users' terms.

	


Is your website the only place where users can obtain the service you're offering?

Do you have any competition? If so, describe it here.

	


How will your users find you?

Do you have an existing base of users? Or perhaps you'll be linked to from other sites, like gov.uk? Do you have an advertising or marketing budget?

	


Are you currently engaged with your (prospective) users?

Do you know any of your users personally? Do you have an existing community or a way to contact them? 

	


How do you want users to feel when they arrive at your site? How should they feel when they leave?

What sort of image do you want to project? Corporate and formal? Friendly and engaging?

	


Do you have a presence on the social web that will be involved in this project?

Eg Twitter, Facebook, Youtube, Flickr...

	


And finally...

No two projects are exactly alike. What else should we know?

Use this space to let us know anything else you think is important.

	


All finished! Please send this back to us at contact@dxw.com, and we'll be in touch.

If you'd like to call as well, please feel free. We're on 0345 257 7520
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