Website Design Proposal Checklist
The Client and their Market
1. Has an introduction to the Contractor been produced?
This should provide credentials of the Contractor. You may not be the only web designer that the client has approached and it is important to give them all the information they need to make their choice.

2. Have you described your client and their business?

It is important that you show an understanding of your client’s business and their needs. Showing awareness of the client’s market (e.g. their customers, competitors, relevant regulations etc.) will increase the client’s confidence in your ability to build a website that will meet their needs.

3. Have you analysed and described the target audience?

This allows the website to be tailored to be appealing to the client’s target market. Considerations here include age, gender, industry sector, linguistic abilities and technological understanding.

Project Scope

4. Has the scope of the project been determined?

This section should essentially summarise the client’s objectives as you understand them. You should decide at this point whether the project is biased towards aesthetic considerations, underlying technical elements, communication aspects or a combination of all elements.

Creative and Technical Considerations

5. Has the creative strategy been defined?

This is the first section of the proposal where you begin to take control of the project, setting out how the overall project aims are to be accomplished. From a creative standpoint this may cover considerations such as how the creative materials delivered by the client are to be used and how and where further material will be acquired. This is also a good place to describe how the website will be put together.

6. Are you providing a flow-chart of the website?

In some cases a client will request a proposed site map, however whether they request it or not, it is a good idea to include one in your proposal. This will give the client a clear idea of how you plan to build their site and how it will be arranged.

7. Has the technical strategy been set out?

In this section detail all relevant technical information including the programming language that will be used for the web pages (e.g. html or asp). It is also a good idea to provide details of the software you will use to implement the client’s site. If the site will require hosting with particular features that may not generally be standard, recommend appropriate hosting packages in this section.

8. Have you considered and detailed any relevant security issues?

The nature of the client’s site may require specific security arrangements. You should provide details of your recommendations in this area in addition to the specific features that a hosting package must have with respect to security.

9. Are you providing samples or mock-ups?

Consider the form that such samples will take. Will you provide them as web-pages or will you opt for a static, non-interactive format such as PDF? Be aware that it is not always wise to give the client something for free that they can use (i.e. a finished web-page) at this early stage. Consider including terms of use with sample material setting out what the client may and may not do with it.

Costs

10. Have you provided a cost estimate for the project?

Providing accurate cost information to your prospective client is essential. Consider at this stage how you will break costs down: will you run the project in phases with a payment required for each phase or will you request a simple initial deposit and final payment? This is important to the client as this is essential for comparing your proposal with others to ensure the best value service and will also allow for the client to budget effectively for the project.
Timing and Post-Completion

11. Have you provided a time estimate for the project?

Timing will be very important to your client – they will need to plan their business activities such as budgeting, marketing and customer service around the launch of their new website. The more comprehensive and accurate your estimate, the more confidence your prospective client will have in being able to accomplish their goals on time.

12. Will you be providing maintenance services following completion and delivery of the website?

If so, it is a good idea to define the scope of those services and the charges therefore in your proposal. It will be just as important for the client to be able to compare post-completion maintenance between different web designers as it is to compare design services.

Terms and Conditions

13. Have you included a copy of your standard website design terms and conditions with your proposal?

It is always recommended to include a copy of your standard terms and conditions of business to give the client a clear idea of the business relationship that they are potentially entering into. This will also allow for any necessary contractual issues to be worked out in advance of the project without unduly holding it up.
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