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Website Onboarding Checklist
Complete these five sections so we can plan your website and prepare your quote.
Open in Word, click the boxes and type over the blue response areas. Save and return the completed file.
1 What business is the website for
Business name [Business name]     Contact [Your name]
Email [Email address]     Phone [Phone number]
Domain or current website [Website address or none]
What you offer and who you serve [Brief description]
2 What should visitors be able to do
☐ Learn about the business    ☐ Send an inquiry
☐ Book an appointment    ☐ Buy products online
If selling online [Approximate number of products]    Other goal [If needed]
3 Which pages should we include
☐ Home    ☐ About    ☐ Services    ☐ Gallery
☐ Shop    ☐ Contact    Other pages [If needed]
4 What content and design materials are ready
☐ Logo    ☐ Photos    ☐ Written content    ☐ I need help with content
Preferred colors or example websites [Colors, style or links]
Files you will send or a shared folder link [List files or paste link]
5 What are your budget and preferred launch date
Website build budget [Amount or request a quote]    Target date [Date or flexible]
Must haves or timing notes [Anything we should plan around]
We will confirm the included work, price and timeline with you before starting.
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