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QUESTIONNAIRE
Opportunity-Vision-Mission-Goals-Strategies-Objectives

Marketing - Advertising

for

a Small Business Web Site

INTRODUCTION
Should you wish to deploy a new or a revised and updated Web Site to support your business, thereafter your organization, with a presence on Internet and/or e-commerce to sell your products or services, the right approach must be put in place to ensure that the Web Site is fully aligned with the mission, vision, goals, strategies, and objective of the organization.

LightBe will help you to focus your attention on the Mission, Vision, Goals, Opportunities, and Strategies of your organization as they relate to the proposed Web Site, and to firm up the basic parameters of the Web Site.  In this regard LightBe has designed the following turn[image: image1.jpg]Executive & Management Consulting
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 around Questionnaire that comprise 2 sections: YOUR BUSINESS and YOUR WEBSITE.

The Questionnaire is a turn-around document that will be updated and re-written as often as needed in order to properly describe your organization and the need and purpose of the Web Site.  So, try to answer all the Questions to the best of your knowledge and LightBe will help you to complete the document until you are fully satisfied with it.

Send the Questionnaire with your answers to lightbe@me.com as an attachment.

Instruction: 
Please enter the information below making sure you do not exceed the maximum number of lines specified.  Try to be concise and right to the point.

Note: Definitions, explanations, and instructions are in italic blue in most of the sections of the Questionnaire for your guidance.

-- QUESTIONNAIRE for SMALL BUSINESS --
1. YOUR BUSINESS
1.1 Organization Description – max 6 to 10 lines
The Description must give the essential of what the organization is about and what its expected results are and when.  It is a stand-alone section that must be fully understood by itself with no other supporting documents.
1.2 Opportunity – max 5 to 8 lines
This section must identify what is the main organization Opportunity at hand in the economy and environment of today, and what is the need for a Web Site and why to fulfill the Opportunity.
1.3 Organization Mission (in point form using the definitions below in blue)

Mission: It defines why the Organization is in business or why there is a Web Site project.  It typically includes its discriminators and defines what sets it apart from others.  It may include things like values, products and services, types of markets, important customer needs, and core competencies.   

Why the Organization is in business
Values of the Organization
Discriminators (what is making it special or different from its competition)
Products/Services
Markets
Customer Needs fulfilled by the organization
Core Competencies (what the organization and its management are good at)
1.4 Organization Vision (in point form using the definitions below in blue)
Vision: 
It describes where the organization is going and what it wants to be; it is a statement of the future.
Where the organization is going
Organization future milestones (New developments) (maximum 3 to 5 milestones)
- 

- 

-
What the organization wants to be or be known for
1.5 Additional Comments related to your Organization
Add any comment about topics not covered above and that you feel are important
- 

-

-

2. YOUR WEBSITE
2.1 Why a Web Site / Why it has to be updated?

(in point form)
- 

-

-

-

2.2 Organization Goals related to the Web Site

Goals related to the Web Site are general statements that set the direction for the Organization in order to realize its Mission and Vision through its Web Site.  They need to be consistent with the key factors and values that drive the Organization.  

General Directions for the Web Site (in point form – maximum 3 to 5 points)
-

-

-

2.3 Strategies & Objectives related to the Web Site

Strategies are actions taken toward achieving the Goals of the Web Site
Objectives are specific, measurable results that support the Strategies.
Actions – Maximum 3 to 5 steps to accomplish the Web Site Goals
-

-

-

-

Objectives of the Web Site – Maximum 3 to 5 measurable results
2.4 Marketing & Advertising the Web Site

Market Trend
Statistics and demography of the specific markets that the Organization intent to reach thought the Web Site; and projected numbers in the short and long term.  Main trends of the markets and the perceived factors of the market growth.

Marketing
Marketing Strategy for the pre-launch of the Web Site:

Marketing Strategy for the launch of the Web Site:

Marketing Strategy to sustain the market growth:

Advertising
Advertising Strategy for the pre-launch of the Web Site:

Advertising Strategy for the launch of the Web Site:

Advertising Strategy to sustain market growth:
2.5 Additional Comments related to your Website
Add any comment about topics not covered above and that you feel are important
- 

-

-
2.6 Web Site Map

Indicate below by a check-mark in each LEVEL the major sections, sub-sections or page you wish to have for the Web Site:
Basic Level


Home Page - Static Content 




- Short text introducing the Business




- Introducing the various features of the Business




- Graphics




- Picture


About Us




- Biography




- Mission/Vision




- Objectives




- Our Commitment to you




- Privacy Policy


Contact Us 




- Address - email - etc






- Map


Your Services




- Customer Services






- Professional Services


Dated and Key-worded Documents




- Articles




- News




- Press Releases




- Announcements




- Other:


Customer Reports




- Reports





- Testimonies


Information Requests




- Online (Web Form)




- Online by email


Help Desk – FAQ


Links




- Social Networks




- Facebook





- LinkedIn




- Twitter





- Other: 


Photo Album




- Business




- Customers




- Clients


Advertising Banners




- Associates




- Customers




- Others:

Intermediate Level (Basic Level is a Pre-requisite)


Home Page - Dynamic Content




- Featured Products




- Announcement




- Schedule of upcoming Event(s)




- Summary of most recent News/Article




- Customer Reports




- Streaming Media





- Audio





- Video


Calendar


- Events


- Meetings


- Other:

Online Registration for Special Events




- Registration for free Events




- Registration for paying Events


Mailing List




- Registration to list with ID and Password




- Update of list




- Printing of searches in the list

eCommerce Level (Basic Level and/or Intermediate Level are a Pre-requisite)


On-line Store




- Catalog




- Sub-catalogs by product categories




- Sales




- Featured Products




- Downloads (Documents, Software)


Shopping Cart




- Shopping Cart




- Your Cart




- Secure Check-out






- Payment method:

Advanced Level (e-Commerce Level is a pre-requisite)


Guided Selling 




- Product suggestions




- Products recommendations




- Products statistics

More to be added to the various levels above ....


Job Listing




- Job Openings


Message Board - Chat Room


- Not monitored Message Board


- Monitored Message Board


- Chat Room


Other...


- 


- 

2.7 Web Site Look & Feel

Indicate below the Color Scheme of the Web Site and the major components of the Masthead (logo):


Preferred Color Scheme of Web Site:

· Dominant color:
· Other colors:

Masthead:

· Graphics:
· Picture:
· Lettering Style:

Navigation:

· Horizontal Menu
· Vertical Menu
· Horizontal and Vertical Menu
2.8 Web Site Hosting and Media Server


Website Hosting now



- Where?




- Monthly Cost?




- Number of POP emails?




- Max. Storage?




- Max monthly Bandwidth?


Media Server now



- Where?




- Max. Storage?




- Max monthly Bandwidth?




- Monthly Cost?




- Media Player (Flash, MS Media, Real Audio, Quick Time, etc)?
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