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Website Planning Toolkit
How to Brief a Web Designer and Plan a Successful Website Project
A practical guide and briefing template from The Visual Works


Introduction
Planning a new website can feel overwhelming. There are many moving parts, from structure and content to design, functionality and marketing.
This toolkit is designed to help you organise your thinking before speaking to a web designer or agency.
Inside you will find a short guide explaining what makes a successful website project, followed by a practical worksheet you can use to create your own website design brief.
You do not need to know every answer immediately. Many businesses use this document as a starting point and refine the brief with an agency during a discovery session.
Estimated time to complete the worksheet: 10–15 minutes.
Why many website projects struggle
Many website projects run into problems because the planning stage is rushed.
Businesses often focus on visual design before they have defined what the website needs to achieve. Important questions about content, search visibility, functionality and user experience are left until later.
Common problems include:
•  focusing on design before defining goals
•  treating SEO as an afterthought
•  underestimating the amount of content the site needs
•  assuming functionality will be simple without understanding technical requirements
•  expecting the website to solve problems that were never included in the brief

A clear website brief helps prevent these issues. It gives both the client and the agency a shared understanding of what the website is for and how it should work.
What a good website brief includes
A good website brief does not need to be complicated. It simply needs to give your web designer enough context to recommend the right structure, features and approach.
Most successful briefs explain:
•  what your business does
•  who your customers are
•  what the website needs to achieve
•  what content the website should include
•  what functionality it needs
•  your timeline and budget

The following worksheet will help you think through these areas and begin shaping your website design brief.
Before you start
Planning a new website involves more than many businesses expect. Structure, content, search visibility, integrations, photography and user experience all need to be considered before design begins.
This worksheet will help you organise your thinking and begin shaping a clear website design brief.
If you would prefer to talk things through with an experienced team rather than completing the worksheet alone, we would be happy to help.
Book a discovery call with The Visual Works: https://calendly.com/stony-ben


Your Website Planning Worksheet

Section 1 of 8  —  About your business
A web designer needs to understand what you do and how your business creates value.
What does your business do?
 Briefly describe your business and who it serves.
	

	

	

	



What products or services do you offer?
	

	

	

	



What makes your business different from competitors?
 Examples: specialist knowledge, better service, innovation.
	

	

	

	




Section 2 of 8  —  Your audience
The best websites are built around the needs of the people using them.
Who are your main customers or audiences?
 Examples: homeowners, business owners, procurement teams.
	

	

	

	



What problems or questions do they usually have before contacting you?
	

	

	

	

	




Section 3 of 8  —  Website goals
What should the website help your business do?

☐  Generate enquiries
☐  Sell products online
☐  Support a sales team
☐  Build credibility and trust
☐  Recruit staff
☐  Share knowledge or insights
☐  Provide customer self-service
☐  Other_________________________________

How will you judge whether the website is successful?
 Examples: more enquiries, higher quality leads.
	

	

	

	




Section 4 of 8  —  Website structure and content
Which sections should the website include?

☐  Home
☐  About
☐  Services
☐  Products
☐  Case studies
☐  Testimonials
☐  Team
☐  Insights or articles
☐  News
☐  Careers
☐  Contact
☐  FAQs
☐  Resources

Who will produce the website content?

☐  Our team
☐  The agency
☐  A mixture of both


Section 5 of 8  —  Features and functionality
Does your website need any of the following?

☐  Enquiry forms
☐  Product catalogue
☐  E-commerce
☐  Booking systems
☐  Resource libraries
☐  Customer login area
☐  Member portal
☐  Training area
☐  Gated downloads
☐  CRM integration
☐  Email marketing integration
☐  Other_________________________________


Section 6 of 8  —  Search visibility
How important is search engine traffic to your business?

☐  Very important
☐  Somewhat important
☐  Not a priority

What products, services or topics should your website be found for?
	

	

	

	



Are there locations you want to target?
 Example: towns, counties or regions.
	

	

	

	




Section 7 of 8  —  Design direction
Do you have existing branding or design guidelines?

☐  Yes
☐  Partly
☐  No

Are there websites you admire? What do you like about them?
	

	

	

	

	

	






Section 8 of 8  —  Project timing and budget
Do you already have a website?

☐  Yes
☐  No

If yes, what is its address?
	



What is your ideal launch date?
	



What budget range have you allocated for the project?
	



Who will approve the project internally?
	





Next steps
A website project usually runs more smoothly when these questions have been considered early. Even if some answers are still evolving, this worksheet will help you start more productive conversations with designers and agencies.
If you would like help turning your answers into a practical website plan, we would be happy to talk.
Book a discovery call: https://calendly.com/stony-ben
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