JT Innovations Website Checklist

Client is responsible for providing all website content in electronic format (Word document, photos and images in jpeg or adobe photoshop). 
This checklist is to help you gather the info for your website.  Keep in mind that not everything on this list applies to every website, so disregard the ones that do not apply to you.  The more information you provide will help expedite the website design process and keep the project on schedule.

General information

· Existing domain name and registrar (userID and password) – this is needed for when we redirect your existing domain name to point to your new website
· New domain name (list 3 different domain names in the order of preference) - JTI will check for availability
· Logo

· Color scheme

· Business key phrase (“catch phrase”)

· Titles for each web page (home, about us, product, services, contact us, FAQ’s, etc..)

· Key words for search engines

· Photos

· Graphics
· List 3 sites which represent or be similar to the site you would like for your business
· Links to related sites

Content
· Home page content 

· About us – About your company, management or key personnel, company background, mission statement, etc…
· Product/Services – description text, pictures, etc.

· Contact us

· Telephone numbers

· Fax numbers

· Email addresses needed

· Address for map

· Address for mail

· FAQ’s (frequently asked questions) with answers

· Customer testimonials 

· Submittal forms – general feedback, user surveys, follow-up requests, order forms, etc…
E-commerce (if applicable)

· Merchant account info (PayPal, Visa, MC, etc…)

· Product description (text, pictures, pricing, etc…)

· Catalog

