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The Copy Cat Project Planner

Welcome! This document was created to help me prepare your project plan. Before drawing up a quotation for your project, we need a fair idea of its size, scope, and nature; hence the questions that follow. We will use your responses to this questionnaire as a starting point for your project. Please answer them to the best of your ability, attach the result to an email message, and send it to the Copy Cat at lisa.rossetti@gmail.com.  

Our next step is to arrange your one hour Initial Consultation session to pin down the detail.  There are two options for this: face-to-face or on the telephone – the “green option”. If there are any questions in this planner that you feel uncertain about, don’t worry; we can discuss them during your Initial Consultation. 

To book your consultation, email me at ask@thecopycat.net or telephone me on 01244 678850.

The Initial Consultation is chargeable at £30, and will form the basis, along with this questionnaire, of a quotation for your project.  This is a fixed price which includes all initial work (except for the Initial Consultation session which will be invoiced separately), first draft web content and proofreading, and will include two hours for subsequent editing work as per your instructions.  Thereafter, all additional edits will be chargeable.  Fee per hour is £20.00, and each edit is chargeable at no less than 0.25 hours.  (An edit is a changed phrase, sentence or paragraph)  Please note that the Initial Consultation fee will be charged even if you put your project on hold or decide not to go ahead.

Who are you?

Your name and title:

Your profession or trade:
Business or organization name:

Your email address:

Business phone:

Existing web site URL (if any):


Tell us about your business

Describe your organization in one short paragraph. Example: “The Copy Cat is a web content and copywriting service for sole traders and individual professionals such as consultants or coaches. We also provide a service for web designers struggling to get content from their clients”.  

Describe the concept, product, or service you want to provide or promote. If your product or service has a slogan or theme-line, please list it.  Example: “We Write the Words That Work on the Web.”
I suggest you do a little research and list two or three primary competitors, including their web sites. It’s great to learn from other people; so feel free to comment on the strengths and weaknesses of your competitors’ sites and content. (Even if you are a non-profit, you compete with someone.)

About the brand

Describe in as few sentences or words as possible the feelings you wish your site to evoke, and the values or brand attributes you want it to convey. If you find this difficult, don’t worry, we’ll explore this more in the Initial Consultation. 

Feelings: Sample feelings might include warmth, friendliness, reassurance, comfort, or excitement.

Values or brand attributes: Sample values or brand attributes might include caring, honesty, humor, professionalism, intelligence, technological savvy, sophistication, reliability, and trustworthiness.  

What do you want to exclude?  What do you absolutely not want in your content? (Humour, technical language, slang)
What’s a successful project?

What would be a successful project for you?  What would be the best possible outcome?

What do you expect new web content to do for your business?

What measures will you use to test the project’s success? (Example: monitoring email to ascertain user satisfaction.)

Timelines and scope

Describe your project deadlines. 

 ( )
I’m in a rush and need to complete this project as soon as humanly possible.

( )
Take the normal amount of time. 

In number of pages, what is the approximate estimated size of your site? 

Do you have any idea of page structure and page titles? (Example: Home, About, Products)

Do you have any content at the moment?  

How much do you want any existing content to be edited?  Total Slash and Burn?  The Odd Tweak?  Just a Bit More Oomph and Sparkle?

What else should I know about this project?  

I like to turn around a customer’s project within 4-6 weeks. Are there any foreseeable obstacles to achieving this?  (Holidays, hospitalisation, business abroad)

Tell us about your readers

Your web content should be written for your readers (people who visit your web site).  Everything included on your web site should meet a need or answer a problem of your readers.  Anything else should be excluded.  For this to become a real, rather than a paper exercise, you need to create two to three “reader personas” (maximum of five).  These are the people you offer services to, so the more you understand and care about them, the better your content will be and the more they will respond and return.

For now, please describe 2 to 3 reader personas.  If you find this difficult, don’t worry, we’ll explore this more in the Initial Consultation.

What do they worry about?

What are they passionate about?

What do they need?

To bring your reader personas to life, you need to exercise a little imagination and visualise:

A name
A face
Where they live
Just a bit of background history (hobbies, interests, values)


3 things they come to your web site to do (eg on a travel site: 1.find a cheap hotel 2. book a flight 3.find interesting things to do)

1.

2.

3.

About your current web site
If you have an existing site, describe how your site meets these users’ needs. 

Describe the products or services your site currently provides.

How many enquiries do you currently receive from your web site?

How to you promote your web site currently?

Are your services listed on any registration sites (eg Business Link)?  If so, what are the key search words (sometimes called CSV words)?  Do you get good response from these sites?

I will need to contact your web designer and provide him or her with web ready content.  I know a fair bit of “Techie Speak”, so I know how to describe what you want to your web designer. Please provide their name and email.  

Are you seeking a web designer - or a redesign?  Would you like me to recommend a professional web designer?

Updates & Content Management

I can provide an update and editorial service for your web content.  If you know your site will need regular updating to keep it current, fresh and dynamic, please ask me how to arrange this.  Regular means at least every month.

You may only want occasional edits and updates to your web content.  I will be happy to do this, and these will be charged at the same project fee, ie at £20 per hour, but without the initial consultation session.  Again, the minimum chargeable time for each edit is 0.25 hours.

To do this, I will need to contact with your web designer and provide him or her with web ready content to upload.  So please ensure that you make an introduction for me and pass on their contact details.  

Brochures and leaflets
If you are designing brochures or leaflets, it is a good idea to have the wording in the same style, tone and vocabulary as your website.  I am happy to provide content for printed materials, as well as web content.  I do not provide graphics or print layouts, simply the words.

Thank you!

Thanks for your time. Please email the completed questionnaire to ask@thecopycat.net.  We will use your responses as a starting point for your project.

I will contact you within a week of receiving your questionnaire to arrange your Initial Consultation.

With warm wishes

Lisa Rossetti
The Copy Cat
For Words That Work on the Web







The Copy Cat, 28 Devonshire Place, Handbridge, Chester CH4 7BZ
Tel: 01244 678850 Mob 07815 888803

Email: lisa.rossetti@gmail.com

