Internal website brief

Purpose

1. How do you describe your business in one sentence?

This will provide us an anchor to tie together the entire project. If you can’t do this, the project is likely to end up as a messy site that lacks focus.

Channel Marketing team ensure that our digital channels deliver information on our services and products so our customers and prospects can accomplish important tasks, thus assuring web site credibility and trust.
2. What three words describe your organization/business? 

Extremely important! Users need to quickly understand what a business website has to offer, and why they should care. These three key words will help develop a clear message for the site’s users and can drive everything from the website colour palette to information architecture. 

Support, information, expertise [, strategy]
3. How do you describe your primary site audience?

Is the audience young, old, web-literate? Knowing the audience can influence everything from the font size and style to the navigation approach. 

Back end office employees; marketing teams and product teams; Highly varied digital and web analytics expertise. 
4. What is the primary purpose of the site? What’s the secondary purpose? Etc...

By writing down a single primary purpose, you’re setting direction for the site. Is the purpose to generate a contact? Sell an item? Inform the visitor? Induce some other action? 

Primary purpose: Help staff develop their expertise and proficiency in web analytics tools, understand our processes and support model, without having to contact Channel Marketing
Second purpose: Help providers understand our web analytics processes and support model.
5. If a visitor spends 2 minutes on your site, what three things (in order of priority) do you want them to know?

This question is all about limiting scope creep and defining the goals of the site. With this information, we can understand better what the site needs to do from your perspective. 

1. Web analytics is critical to successful marketing.
2. There is a support model in place beyond just the Channel Marketing team.
3. That we have a knowledge base of FAQs which they should consult to find the information they need.

Design

6. What sites do you like?

It’s helpful to see what good sites are in your eyes: sites that have features, layout, content or design that appeals to you. 

Twitter; clicker.tv; Grooveshark, Cookstr, Apple, Teuxdeux, Checkfelix
7. What sites do you dislike?

It is sometimes easier to describe what you don’t like! Provide us with a better idea of what to avoid. 

SMH;The Australian; Sportal
8. What do you find most annoying about using websites in general?

Please tell us now if there are certain things you hate rather than after we’ve included them in our designs. 

Too much information makes it hard to identify what’s in it for me;  too many links, poor attention to detail, eg alignment issues.
9. Is your primary focus on long-term repeat visits or short-term single visits?

With this information, we ensure the content of the site drives your focus. A brochure-ware site won’t encourage repeat visits because the content will be static for long periods of time. A daily blog might not make sense if one-time visits are the primary focus. Questions like this position you as an expert so you can help them reach their goals. 

Long-term visits
10. Is there any business model that you would like the site design to reflect in particular?

Describe any business model or workflow that needs to be reflected on the site. 

Plan -> Track -> Report -> Analyse
11. What are the keywords that describe best your content?

This will help us pushing your site ranking in search. 

SiteCatalyst; Measurement; Tracking; Web analytics;
Features
12. Are there specific site features you would like to see included?

Site features could be blogs, contact form, search features, social media integration, and so forth. 

Blog; personalisation with comments, rating and tagging of user’s activity; Search FAQs, contacts;
13. Will this site need user registration and be able to save data?

Tell us whether you want to record user activity. 

N/A
14. Will you user require to share information?

Tell us whether you want the user to share its activity with other user. 

N/A
Project

15. When would you like this project to go live?

Tell us when the site needs to be available to users. 
End of Feb 2011
16. Can you give us 3 metrics to measure the success of your sites with?

This could be volume of traffic, volume 

· FAQs visits
· Homepage bounce rate

· Blog posts visits
· Return visits

17. Who is the single, primary point of contact for this project?

Please establish who has the final say for times when the project comes to a screeching halt because of decision paralysis. 

Antony.Bergeot@cba.com.au

18. Is there anything else you would like to communicate?

Share any other ideas up front. 

None.
