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Building & Optimising Websites - bringing your business & customers together





Web Coach ‘Crib Sheet’ - Pre consultation client worksheet

Understanding and getting involved in the design process is really important. 
We’ve developed this crib sheet to help you focus and identify on the overall goals of your website, including questions about message, audience, content, look and feel, and functionality.

Work your way through the crib sheet answering as many of the questions as you can, adding any additional information at the end. 
Don’t worry if you need to leave some sections blank or unanswered, we can discuss these at our consultation.

When finished, please e-mail your responses to enquiries@web-coach.co.uk or send it to Web Coach, 33 Sandwich House, Sandwich Street, London WC1H 9PR.
The details you provide will form the basis of our discussion when we meet and will be a key factor in the success of your website.

1. About you and your business


Your business 

What is the name of your company?

________________________________________________________________________

Describe your company in one short paragraph. 
Brainstorming with a blank sheet of paper and writing out the words that come to mind really helps to focus on what you actually offer as a business.

This is a great way to come up with a possible tagline, should you wish to use one on your website. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Project details

To help us understand the urgency of the project and so that we can ensure that the work is carried out to your deadline & budget:

Is there a date by which you need to launch the new site? 

​​​​​​​​​​​​​​​​​​​________________________________________________________________________

Has the date been chosen to coincide with another event such as a Press Release of write up?

________________________________________________________________________

Do you have a specific budget for this project?

________________________________________________________________________

3. Audience/users

Who are your potential clients

Describe the main users of your business or who you wish to attract. Be as detailed as you can e.g. age, profession, socio/ economic group, location, gender, nationality, religious background, etc.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are there any subjects or potential clients you would prefer to avoid?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are your clients likely to be looking for

What is it that you think visitors to your site are looking for e.g. search for information, find contact details, find your prices & terms of business, identify with an issue, feel comfortable that you are the right person for them, be reassured, read case studies, understand the process or seeing a therapist, see a photo of you etc?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What questions do you frequently get asked?

This may sound obvious but thinking about what clients often ask you over the phone or face to face will help us to develop a ‘frequently asked questions’ page that can really help to filter out unnecessary phone enquiries and time wasters. It will also help to focus our attention on the look and feel that will attract your desired clients and put off those you don’t wish to attract.

The ‘FAQ’ page is the second most visited page on service business websites and can be a very useful way of optimising the website for search engines.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What are your unique selling points (USP)?

What are the key reasons why users will use your services e.g. price, subjects covered, recommendations, past experience, location to them, unique service, etc?

This actually can help you to focus on winning the clients or turning a browser into an action taker.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Details of requirements
Reasons for developing website

Why are you considering building a new site or what are the identified problems with your current site? e.g. lack of presence in the search engines, outdated site, expanded services, new business model, to attract new clients, to educate & inform with a view to future work etc? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Your services

Describe the services the new website will provide or promote. Try to consider all the different types of service you currently wish to promote: 

For example if you were a caterer you might break down the services as follows:

· Private entertaining in clients homes.

· Business catering – on a business premises.

· Outside event catering – at a hired location or perhaps in a marquee.
Here it is also good to separate out, into topics, the areas that you cover:

· Weddings & social events.

· In-house business catering – staff canteens or directors dining rooms.

· Canapé, buffet, full silver service menus.

· Special dietary requirements.

· Provision of catering staff.

· Hire of cutlery, crockery, table ware etc.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Use a few adjectives to describe how you want users to perceive the new site e.g. friendly, corporate, fun, soft, warm, innovative, etc.

________________________________________________________________________________________________________________________________________________________________________________________________________________________
Using adjectives and short phrases, describe the site’s desired look and feel e.g. crisp, elegant, colourful, clean & simple, edgy, etc.

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do you want to retain your existing visual identity i.e. logo, colours, branding, etc?

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Number of pages/ sections

Please estimate the number of pages and sections your site will have.  Don’t worry if you haven’t yet given this one much thought, we will discuss this in a lot more detail when we meet.

But to get an idea of how your website might be organised lets think about your website like a hotel. 
Each function or room of the hotel is like a section or page of your website, a little like this:

Reception = Home Page
Eating facilities = One of the main sections of the website

Bars and lounge areas = Another main section of the website

Bedroom floors = Another main section of the website

Within each section you might have different sub-areas. 

Restaurant & eating locations:

· Main restaurant
· Carvery
· Terrace cafe
· Room service
· Etc

The point here is that you might have several topics that come under one of the main sections. 

For instance on a website designed for a psychotherapy you might have a main section/page that introduces the sorts of issues that you offer support on.

On this page you might list some of the issues that you can be consulted over such as:

· Anger Management

· Stress & Panic Attacks

· Relationship problems

· Sexuality issues

· Coping with workplace bullying

All of these subjects might have their own separate pages where you give the visitor more information about how you will help them to explore the subject and resolve the issue.

Each of these pages will be sub-pages of this particular section.
Your plan might look a little like this simple website plan.

On a piece of paper try and sketch out a possible layout for your website which may look a little like this:
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This can be used during our initial consultation to help plan your website. If you want to leave this until we meet that’s fine.
When we meet up we can discuss the benefits of different website layouts from both your client’s point of view and from the search engines point of view.

Possible number of sections: _______________________________________________

Possible number of overall Pages: ___________________________________________

5. Inspiration

Please list the URLs of two or three competitors. 

www.

www.

www.

What do you like about their Web sites?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What do you dislike about their Web sites?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thinking about any websites that you have seen while browsing the internet, are there any sites that you find compelling? What is it about the sites that you like?

www.

www.

www.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Your domain name

Have you thought about the website name/ domain name? 

A lot of people get very hung up on getting the domain name right.

Undoubtedly it is important but it must be put into context.

If you were launching a new product or brand and marketing by that brand name, lets say it is a new confectionery bar called ‘Chocolicious’ for example, then getting the domain name www.chocolicious.com would be very important to the success of the project.

For professional service businesses this is less of an issue.

The domain name can be your own name, the name of your practice or potentially a mixture of important words that suggest what your business offers.

Ultimately choosing a name that you are comfortable with and that helps to reflect the service, feel or other aspect of your business could work very well.

Some successful names, that appear high in the search engines for “London psychotherapist”, are:

www.carynnuttall.co.uk
www.psychotherapycity.co.uk
www.therapy4london.co.uk
www.harleytherapy.co.uk
These all appear on the first page of results of Google.

As you can see some use words that are used in the search terms and others don’t. 

3 out of the 4 can instantly be seen as something to do with ‘psychotherapy’.

One, Caryn Nuttall, appears to have nothing to do with the subject, however her website is very well optimised and still appears in one of the top positions.
The point here is that a website name, though important, is not as important as the website itself. So long as the website is well planned and focused then please feel free to use any website name that you feel happy with.

A few guidelines to consider when choosing a good website name.

· Keep it short – the shorter the name the easier it is to type into the address bar. For example bbc.co.uk, amazon.com, Google.com are all great. Simplewebsitemarketing, I am sad to say,  is a pretty poor name as it is easy to miss type.
· Easy to spell – psychotherapy, counselling , cognitive, analysis, though good words and often searched for can easily be miss spelled.

· Names can be problematic. Caryn Nuttall must be constantly having to spell out her web address over the phone. Is that Karyn, Karin, Nutle, Nuttal. 

bobsmith.com probably doesn’t have as much trouble.

· For a UK based businesses go for .com or .co.uk , most people will automatically try one of the two. I prefer to avoid double barrel endings like .uk.com or .org.uk as people often get confused. 

Don’t worry too much if you are still uncertain of a good name to choose, we can discuss this at the meeting and you can spend some time considering options.

Take your time
We always advise that you take your time to think about this element of the website because once you have chosen and bought the domain name you will be optimising the website for this particular web domain.

Part of your optimisation strategy to climb high in the search engines will be to register your domain with the search engines, important directories and develop good quality incoming links from other websites.

If you build a website with one domain name and then, a few months down the line, choose to change your domain name you could seriously lower your websites ranking that you have been building. 

If you want to see if a domain name is available try typing it into the domain name checker on any domain name seller website. I like http://www.simplynames.com but there are hundreds of places to buy domains from. 
Could we ask that you hold off buying any names until we meet, or at least call me first as there is often a feeling that you have to buy it now or it may go, which is not always the case, and once you have bought it there can be issues with transferring it to another account.

6. Additional notes and comments
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