Web Project Process
Overview
Every web project is a close collaboration between Creative Communications specialists and our
clients. Your participation ensures that the final product matches your vision as closely as possible.
This document explains our process and what we need from you at every step—and also tells you
what you can expect from us.
Before we start work, we’ll meet with you to prepare our team and yours for what lies ahead.
Each web project progresses through four phases: preparation, planning, design, and development.
Each phase has its own unique requirements, and this document explains what we do, what we need
from you, and how we work together step by step.
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Preparation
Before we can think about what your web site will look like or how it will work, we need to sit
down with you to discuss what you want, who you need to reach, and important parameters like
time and budget. The more you can tell us, the smoother this process will be—and the better
your website will look and work in the long run.

Checklist
• Determine the purpose of and audience for your website
Before our first
meeting, you:

• Determine strengths and weaknesses of your current website
• Gather samples of websites you like
• Identify all stakeholders involved in the decision/ approval process
• Determine your budget for the project

• Discuss your needs, goals and options
During our
meeting, we’ll:

• Review sample sites
• Devise a framework for the scope of the project
• Review the timeline and budget

• We’ll document overall project scope
After our meeting:

• We’ll provide a preliminary estimate range
• You’ll approve the preliminary estimate

goals:
• Determine fundamental needs and goals of the project
• Create library of sample sites
• Develop initial budget estimate
• Identify project stakeholders
• Approve project based on preliminary estimate
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Planning
Now that we’ve decided on the scope of the project, it’s time to flesh it out so we can
bring it to life. Together, we further detail your requirements, determine a site outline,
and collect important assets such as images, written content, and databases. We’ll also
develop a project plan that explains the scope and expectations, as well as a detailed
schedule with deliverables and timelines.
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Sample Website Outline We’ll work together to create an outline like this that will list pages to build

and show how users will navigate between them when the website is live.

Planning Checklist
• You identify pre-existing assets and resources (photos, text, databases)
• We document, prioritize and finalize project needs and goals
• We revise the estimate (if necessary) and develop a work schedule
• You approve the project and provide a department budget number

goals
• Finalize needs and goals
• Finalize work schedule and estimate
• Create catalog of project assets and resources
• Create C2 job ticket to track billing
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Design: wireframes
At the planning meeting, we’ll determined whether or not wireframes will aid site
development. If so, the design process starts with the home page wireframe, a collaborative
effort which illustrates all the elements that need to appear on the page and how they will
function. We may also create wireframes for additional pages that have unique content.
Top Navigation

User-focused navigation

Foster logo

Main Navigation

Search
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menus with secondary
navigation items.
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Sample Website Wireframe We’ll build a framework to contain all the elements

you want to include on each page.

Footer
Links, contact info,
copyright, etc

Wireframe checklist
• You provide final site outline, hierarchy, and desired page elements
• We define page locations for these elements

goal
• Client approval of wireframes
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Design: interface
Once you approve the wirefames, we begin to design the interface. Using your content,
we will create the unique look for the page and all of its elements. After you approve
the home page design we will design other pages with unique content. When the
general look and feel is approved, we can move into development.
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August 7 - Full-time MBA Information Session

Foster accounting grad receives top honor for
CPA exam performance
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Foster Alumnus
goes for gold
at the 2008
Summer
Olympics.
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Sample Website Interface We’ll design sample web pages using placeholder
content so you can evaluate the look and feel of your site.

Footer
Links, contact info,
copyright, etc

Interface checklist
• You provide final assets used in design like images and written content
• You prioritize the page design order
• We design your site including home page design options, unique sublevel
pages and supplemental features
• You solicit approval of final design direction from all stakeholders

goal
• Create and approve final design
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Development
By now, your site has been designed, so we can start to build it into something your audience
can visit and use. We’ll collaborate to finalize the details for individual site sections and
pages. We will import the final content into your site as it is developed and we’ll install
back-end features like database connectivity and custom apps. At the end of this phase,
your new site will be live and ready for visitors.

Sample functional site Page In the final stage, we’ll develop your fully functional website.

Development Checklist
• You provide all final
content and data

• We build all static
content pages

• You review custom tools
and features

• We test site
functionality

• You assist with testing
and provide final feedback
and revisions
• We deliver your final site

Goal
• Build your site and prepare it for launch
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