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	Please complete this form taking as many pages as necessary.

The information you supply will form the basis of my first draft for this project. 

	Our ref No: 
	web
	Your name: 
	
	Your role, job or title: 
	

	Your Tel No:
	
	
	

	Your email:
	
	
	

	Your company:
	
	
	

	Company website:
	
	
	

	Is this an intranet site or external website? - ie: for company staff (intranet) or for an outside audience 

	

	What is the purpose of the website? - ie: To sell product (e-commerce)? To establish a presence for your company? To raise awareness of your company products/services/activities? To inform, educate and update your audience? etc

	

	Who is the expected main interested target audience(s)? - ie: Internal? Opinion-formers? Researchers/educationalists? Consumers/end-users? Trade? etc

	

	What content do you want to include or which page(s) do you want me to write? - About Us? Our Products? Our Services? Our Locations? Contact? etc

	

	Supporting info – will this be supplied? (ie: briefed, emailed, press announcements) or do you want me to contact colleagues for information? 

	

	How do you want your website to be perceived? - ie: Warm and friendly? Authoritative and erudite? Informative and informal? 

	

	Tone of voice - this helps relate to the readership - eg: ‘salesy’ or ‘authoritative/corporate’ or ‘friendly/informal’ etc (do you have an existing page/content as an example?)

	

	Is there a call to action? – ie: do you want the reader to contact someone in your company? To be impressed enough to buy your product? To return a coupon? To visit your website? (supply details of phone number, email addresses, website or postal addresses to be included)

	

	Anything else relevant?

	

	Deadline
	

	Delivery instructions
	


Click here to submit and I will respond with a quote within 24 hours
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