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	Key details
	

	Division / department
	

	Project name
	

	Client contact
	

	Date:
	


Names / Contacts / Responsibilities:

	Person
	Role
	Email
	Telephone

	
	
	
	

	
	
	
	

	
	
	
	


Project Overview: 

What is the project? What is needed? Describe what the project is about, including where objectives and development are phased.

	


Background / Business need: 
Describe the reasons for the project; include any pertinent information regarding history and research.  What has worked? What hasn’t? Is there related activity eg. part of an overall internal program.

	


Internal Objectives: 

e.g. to allow better access to information and processes internally.

	


Target Audience: 
Who are they? Who do we want to address? Please provide any factual information e.g. departments, numbers, level of web ability etc and prioritise if more than one audience.

	


How will we measure success? 

Include success metrics e.g. number of products sold, audience usage What tools will be used to measure success?

	


Functionality, Design & Content:

Functionality

Please detail the core functionality of the site/application, in broad terms.

	


Design

Are there existing guidelines specific to the project we should follow for interface design? Should we write a Creative Brief?

	


Content

Is there existing content we can use? How much content will we need to provide ourselves? What type of content is it – copy, photos, images, video, audio, games?

	


Technical:

Server-side technology

Please provide any details about preferred development platforms. This will need to be covered off with EDS prior to development.

	


Client-side technology 

Which version of HTML should we code to, are there specific browsers we should develop for, can we use Flash etc.

	


Hosting 

Where will the site/application be hosted? Please provide contact details. What should the URL or IP address be – is one set-up? Is a staging site required?

	


Accessibility 

Please provide any details about accessibility conformity you would like us to implement.

	


Security:

What types of internet security are required? Who will be responsible for security management of the site? Are cookies allowed? Are there any internal firewall restrictions? What levels of security are required for database information? Does the site require password protection / authentication / encryption?

	


Maintenance & Support:

Technical support and maintenance 

Who will be responsible for ongoing maintenance of the site/application?

	


Content maintenance and updating 

How will the content be managed e.g. updates, collation and retrieval of data, archiving, uploading? Will the content be archived?

	


Timings & Cost:

Please indicate any known budgets and timings.
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