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Before coming to the discovery meeting be prepared 
to answer these questions:

Who is/are your target audience(s)?
What do you want your target(s) to be able to do on your website?
What is your deadline for launch?
Are there any special features you want on your website?

Rotating pictures? Video? Calendar? Forms? Anything else?
Where will your pages be stored? 
Do you currently have a website where we can store your site?
Who will update the website?
What software will be used to update the website?
Who has final approval authority for your website?
What are some other websites you find interesting or useful?

2

Discovery Meeting

Please call Janet Douglas, Jessica Mann, or Liz 
Duncan to set up this meeting (453-2276).

This meeting can take 1.5 to 3 hours, depending 
on the complexity of your site.

Goals of the meeting:
To establish objectives of the website
To establish complexity of project
To discuss customer design ideas
To develop reorganization of or creation of 
navigation for site
To gather information in order to provide client 
with a project plan, schedule and price quote

5
Design

We will present 2 designs, each consisting of a 
website home page and a secondary page.

Deciding on the design is an iterative process, but 
should take no more than 2 iterations.

Final design must be approved by final approver 
before web page development can begin.
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Content Delivery

Content must be completed and approved by final approver 
before any design or development will begin. Content 
includes: text, contact information, graphics, video, etc.

Submit text content in Microsoft Word documents – One (1) 
document for each web page that will be created. The 
number of pages will be given and shown to customer in the 
project plan.

3Project Plan, Schedule and Price Quote provided.

Final approver must agree to the terms of this and sign and return 
to Web Services.

No work will begin until this is submitted. 6
Web Development

Design is approved and content has 
been delivered.

Templates are turned over to the customer 
or Web Services puts the content into the 
website for accuracy.
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8
Launch

The website has final 
approval and is moved 
to the public Web server.

At this point the customer is 
responsible for maintaining 
and updating the website.

Testing and Refining

At this point the customer has a chance 
to view their website before it is shown 
to the public. 

All content and design should be final 
and approved. The customer and Web 
Services use this time to check for 
errors, either in writing or in develop-
ment. This is not a time to change 
design or navigation. If design or 
navigation is changed a reevaluation 
of pricing will be done.


