





Website Planning Worksheet, Part 1 - Content Gathering 
PART 1: Site Development and Information Architecture
Part 1’s purpose is to help the NPO construct a blueprint or skeleton of the website, so NPO can organize information (what we call content) in a logical and effective manner. 


1. Introduction and Contact Information 

	Organization Name:
	The Rocket Institute

	Contact Name:
	Rhonda Dixon

	Contact Email:
	Missioncontrol34@hotmail.com

	Contact Phone/Fax:
	816.531.1903

	Contact Location:
	

	Worksheet Deadline:
	


	Project Lead:
	

	NPO Contact:
	



2. Define Objectives/Goals 

· What are the short- and long-term goals of the site? For children to be able to communicate with each other globally by sharing their favorite book titles.

· Who are the intended audiences? Elementary school level children, teachers and parents.

· What do you want to accomplish with this site? To entice children to read more at developmental stages.  To help schools financially by donating 5% of book sales to the schools involved.

· What do you want your users to accomplish with this site? To find interaction with other children and to share the reading experience.


3. Define Categories & Functionalities 

The NPO should think about what information to put on the website, and organize them into a few major categories. We recommend that you have no more than 7 main categories. Some examples are: 

· FAQ 

· About us 

· Services Available 

· Stories & Feedback 

· Partners and Sponsors 

· Press Coverage 

· Contact 

· News/Bulletins/Announcements 

· Additional Resources/Links 

· Help out/Volunteer/Donation

Your Categories: ________________________________________ 
Call to Arms, (Mission Statement, Book Lists, Chatrooms) Individual Pages for Nonprofits, Retail Endeavors for the Rocket Institute, Pages for Artists, Pato’s Voice. _____________________________________________________ 
_____________________________________________________ 
_____________________________________________________ 
_____________________________________________________
If you need any special functionalities such as online donation, feedback forms, please indicate them above. 


4. Site Structure and Organization 

Please organize your site in the format shown below; your site is like an index of a book and you want to make sure you build in a user-friendly manner. 
  







5. Content Gathering 

Please provide a Word (or an RTF) document with the following:

· Write/Gather text for each section of your website. 

· Collect graphics/images that are appropriate (NOTE: you must own the copyright to, or have permission from, the copyright owner to use any photos or graphics you send us.) 

· Organize the text & graphics into separate files based on sitemaps created in Step 3 above. 

· Put it all together in a document (Word or RTF) and email it to the team. 


6. Basic Design Preferences 

To give us an idea about your style preferences, please provide sample websites that you like, with regards to the characteristics listed below.

	Good Color Use:
	

	Good Layout:
	

	Good Navigation:
	

	Good Text Presentation:
	



7. Web Hosting & Related Tasks 

Hosting Service Provider is where your website is going to be, physically. If you don't already have one, you should select one. Here are some resources for you:

· Netmegs (http://www.netmegs.com/): we recommend Netmegs for most small to medium sites as they host a number of NPO's for very reasonable prices. 

· http://www.webhosters.com/ ==> you can search based on price, amount of disk space and platform, but not e-mail availability. This is an international site, so check the host's country of origin. 

· http://www.FINDAHOST.COM ==> you can search by state. 

· http://www.findwebspace.com 

Domain Name Registration: If you don't have a domain name (think of it as your own unique address on the web), you can check and register it at one of the following service providers (Prices are as of 5/31/01): 

· Netmegs (http://www1.domainbank.net/whois.cfm?affiliateid=861). The cost is $14.95/year. 

· Register.com (http://www.register.com/). The cost is $35/year. 

· Network Solutions (http://www.networksolutions.com/). The cost is $35/year. 

Online Donations: Due to the complexity and cost of having your own online donation engine, CF suggests the NPOs to look into third party service providers. Here are some choices: 

· Helping.org & Guidestar.org (http://www.guidestar.org/npo/donate_now.jsp) 

· Justgive.org & Guidestar.org (http://www.justgive.org/html/affiliate/non_prof.html) 

If the NPO has a merchant account and would like to do everything off their site, CF can also get them setup via Entango (http://entango.com). Merchant accounts can cost up to $300 and often also include a monthly fee.

