[bookmark: _ele0ga24xw89]General Info
[bookmark: _j7ftz6mbkscz]Logo

	Please upload your logo to the project task. If you don’t have a logo, please let me know here.



[bookmark: _v16rmhvykcf4]Website Name or Business Name

	



[bookmark: _d34nwlnvotly]Tagline

	



[bookmark: _se0i5tntmgl0]Author Bio
Used as a “byline” for your blog

	







[bookmark: _kho5wqn1eiez]Author Image

	Please upload your image to the project task. If you don’t have an image that you wish to use, please let me know here.



[bookmark: _j19dinxr4gjd]
[bookmark: _6l09fdqwao3k]

[bookmark: _dzamj8vgpkey]Contact Details
[bookmark: _oe1bgz5jufea]Emails
The emails you want listed on your contact page, one per line, bold your primary contact email. This may be displayed in prominent locations and where the contact form will be sent

	Office Manager: me@example.com
Inquiries: info@example.com






[bookmark: _9qyd7hqwqj2p]Phone Numbers
The phone numbers you want listed on your contact page.Bold your primary phone number for use on the home page or other prominent areas

	Head Office: 03 1234 1234
Sales: 03 1111 1111




[bookmark: _c14b3fi4jirx]Social Media Links
Fill out as many or few as you like

	Facebook
	

	Twitter
	

	LinkedIn
	

	Instagram
	

	Google+
	

	Pinterest
	

	Other
	



[bookmark: _z0685tohgbdr]Addresses
The addresses you want listed on your contact page. Bold your primary address

	Head Office: 34 Test Street, Melbourne, VIC, 1234





[bookmark: _rexdcv7v9q1c]Map Address
The address to be shown on your contact page map

	



[bookmark: _oggi636c85fw]Areas Serviced
Optional: For service businesses

	








[bookmark: _cboo4teggzto]Business numbers or license numbers
Optional: Only if you need displayed on your website

	







[bookmark: _3jhc5k4ykx57]Contact Form
What fields do you want to ask for when someone sends you a contact request

	Name
Email
Phone
Message



[bookmark: _9f0twtmr1m84]Additional Content for Contact Page
Anything you want to say on your contact page, or if you have images of your premises you would like to add (upload the images to the task)

	














[bookmark: _vdxjiwav4ty3]Thank You Message
(Optional) What message to display when someone sends you a message. The default will be used if not provided.

	



[bookmark: _5ry46xbde292]

[bookmark: _3246jpnak7tt]Layout Options
[bookmark: _uo638oli3ynv]Footer Widget Options
In the footer you have a choice of what is displayed. Please bold the options you would like below. You can also opt for no footer (don’t bold any)


	Social feed
Page list / mini menu
Legal links
Logo
Contact info
Recent posts
Certifications & Memberships
Call to Action
Brief about



[bookmark: _j0p8yap3pp0s]Sidebar Widget Options
In the sidebar you have a choice of what is displayed. This may displayed on blog posts or some pages. Please bold the options you would like below. You can also opt for no sidebar (don’t bold any)


	Opt in
Recent posts
Contact block
Blog post categories menu
Author	info



[bookmark: _35rx00sip3aq]

[bookmark: _56f8c83apm8w]CRM
If you plan on using a CRM, autoresponder or email marketing platform, fill this section out. If you do not use any systems like Mailchimp, ActiveCampaign or other systems, you don’t need to complete this section. 

[bookmark: _4lwh09wdbsdw]Login Information
Include URL, username and password

	






[bookmark: _6ee3lvcapud9]List or form to add subscribers to

	


[bookmark: _ljp281obzx2i]Thank you for subscribing text
(Optional) When someone signs up to your email list (if part of your website package), display this message to say thank you

	


[bookmark: _3olc6j2rquvl]
Tags to add to new subscribers

	


[bookmark: _xzw1w7gnufar]
[bookmark: _6pc6c8srblw4]Opt In Data
For each location you want an opt in, fill out the following.

IMPORTANT: If you are not using a CRM or email marketing platform, this would not apply (as there would be no system to “opt in” to.
[bookmark: _6hai36r27hfv]Header Opt In
Fields
Indicate optional/required
	Name, Email, Phone(optional)



Headline
	



Additional text/sub headline
	



Button Text
	Subscribe



Tags/List
	Name, Email


[bookmark: _ojh5y87ukq8i]
[bookmark: _4gwszmn28l1p]Sidebar Opt In
Fields
Indicate optional/required
	Name, Email, Phone(optional)



Headline
	



Additional text/sub headline
	



Button Text
	Subscribe



Tags/List
	Name, Email


[bookmark: _vnu21vpcvgj1]
[bookmark: _yviizvfvp8ed]

[bookmark: _b5pidb818vu]
[bookmark: _rk45q4yo9wfw]Analytics and Scripts
It is highly recommended to have Google Analytics and a Facebook Pixel on your site. I can set these up if you need, but if you have existing codes, please add them here.

[bookmark: _u86b34e00kf2]Google Analytics
Insert script, UA code or login information so we can find the script
	






[bookmark: _uvgt9c1ve7d]Facebook Pixel
Insert script 
	






[bookmark: _kkcowstzuaic]Any other scripts
Like live chat, review sites etc
	












[bookmark: _7i1komgr1qmy]

[bookmark: _8sgv0xst2xqc]SEO
[bookmark: _hd4vvmpiev9c]SEO Website Title (if known)

	



[bookmark: _wmmtlnn6ach9]Brief description of services (for SEO)

	



[bookmark: _zgi6x195d0rt]Keywords
Words that you think people may be searching for to find you

	





[bookmark: _GoBack]
