WORK BASED CHALLENGE
GUIDANCE FOR CLIENT COMMUNICATION
Firstly, you are asking the right kinds of questions, they just need structure, prioritisation, and a degree of professionalisation.
A. Purpose & audience
· What is the main purpose of the website? (inform, promote services, take bookings, sell products, community updates, etc.)
· Who is the primary audience? (public, members, parents, older users, businesses, tourists, etc.)
· Are there any key actions visitors should take? (contact, join, book, download, attend events)
B. Pages & content
· What main pages are required? (e.g. Home, About, Services, Contact)
· Are there any additional or optional pages? (News, Events, Gallery, Memberships, Downloads)
· Is there a minimum number of pages expected?
· Will the client provide text content, or should placeholder text be used initially?
C. Branding & design (non-functional requirements)
· Is there an existing logo? (and in what format)
· Are there brand colours or fonts to follow?
· Are there any websites the client likes or dislikes (style references)?
· Should the site feel formal, friendly, modern, traditional, etc.?
D. Images & media
· Does the client have photos they want used?
· Are there specific images that must be included?
· Is a gallery required?
· Is video or embedded content needed?
E. Functional features
· Contact form required?
· Google Maps / location map?
· Social media links?
· Downloads (PDFs, menus, forms)?
· Events calendar or news posts?
· Memberships, pricing tables, or booking information?
F. Business / practical information
· Opening hours
· Address, phone number, email
· Prices, memberships, or services list
· Amenities or facilities (if relevant)
· Partner brands or accreditations
G. Constraints & expectations
· Any deadline or review dates?
· Any content that must not be shown publicly?
· How will feedback be given? (email, meeting, comments)

KEY POINTS
· Ask grouped questions, not a long unstructured list
· Explain why you need the information
· Keep the tone professional, polite, and confident
· Don’t sound like you’re blaming the client for missing info
· Don’t overwhelm — offer to follow up if needed

