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	Aspenglow Services, LLC
1516 Barbara Street
Montrose, CO  81401-5114
970-323-3456 :: AspenglowServices.com

	



AGENCY WEB DESIGN QUESTIONNAIRE

To save time, please complete this form electronically.  Simply click on each field or press TAB to move to each field and type your response.  
To edit this form, click on Tools » Unprotect Document.  When finished, you can click on File » Send To » Mail Recipient (as attachment) to email 
the completed form back to us at kim@aspenglowservices.com.

	General Contact Information

Please provide information about the individual who will be working with our development team to build your website:

	Name of Contact
	

	Telephone Number
	

	Fax Number
	

	Email Address
	

	Working Hours
	

	Other Information
	


	Your Home Page

Your website will be built around the Home Page as well other linked pages.  Since the Home Page is the front door to your virtual office, it should tell the reader as quickly as possible what your company does and what can be found in your website. 

	Full Name of Agency
	

	Agency Nickname (if any)
	 FORMTEXT 

     

 FORMTEXT 


	Street Address
	 FORMTEXT 

     

 FORMTEXT 


	Mailing Address (if different)
	 FORMTEXT 

     

 FORMTEXT 


	Telephone Number
	 FORMTEXT 

     

 FORMTEXT 


	Toll-Free (800) Number
	 FORMTEXT 

     

 FORMTEXT 


	Fax Number
	 FORMTEXT 

     

 FORMTEXT 


	Email Address
	 FORMTEXT 

     

 FORMTEXT 


	Years in Business
	 FORMTEXT 

     

 FORMTEXT 


	Welcome Statement
	 FORMTEXT 

     

 FORMTEXT 



	Agency Overview

This page will contain information about your company’s philosophy, history and what makes your organization stand out above your competition

	 FORMTEXT 

     

 FORMTEXT 



	Branch Offices

If you have multiple offices, it’s important to provide their locations and other information that may be relevant to your visitors.

	Address
	Telephone Number
	Fax Number
	Email Address

	
	
	
	

	
	
	
	

	
	
	
	


If you have additional offices, please create a duplicate of this page or send the information to us via email.

	About Your Staff

If you have several employees in your office, you may want to include a page with your Staff Directory so that customers can contact the employees directly.  If you have several branch offices, we recommend that you include a separate staff directory for each location.



	Employee's Name
	Department or Title
	Extension
	Email Address
	Branch Office

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


If you have additional employees, create a duplicate of this page or send the information to us via email (preferably in an Excel file)

	About Your Products & Services

The website will contain a separate page for each line of products/services that you offer.  Write a brief narrative for each product page, along with a list of the lines of business (auto, home, etc) that apply.  Be sure to list any special promotions or unique products that you offer.

	Name of Product or Service
	Narrative Description

	Personal Insurance
	 FORMTEXT 

     

 FORMTEXT 


	Business Insurance
	

	Employee Benefits
	

	Other:  

	

	Other:  

	


	About Your Insurance Carriers

It’s often a good idea to list the insurance carriers that you do business with, along with links to the companies’ websites.

	Name of Insurance Carrier
	Public Website URL (if you know it)

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.


	Forms

	We have several insurance forms that can be customized for your agency:

	· Auto ID Card Request

· Change of Address

· Billing Questions

· Certificate Request

· Claim Reports (Auto, Property, Business)

· Contact Us Form
	· Automobile Quote Request

· BOP Quote Request

· Group Insurance Quote Request

· Homeowners Quote Request

· Life Insurance Quote Request

· Personal Umbrella

	What other forms would you like to include?
	


	To what email address should the form results be submitted?  
	


	Related Links

The beauty of the World Wide Web is that so many sites link to other sites containing relevant information.  Do you belong to any associations?  Are you active in your community?  Are you affiliated with another company?  You may want to consider including links to their sites.



	Name of Organization or Website
	Website URL (if you know it)

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.

	
	www.


	General Design Information

The style of your website is often reflected in the font or typeface that you use.  The standard fonts are:

Block such as Arial
Script such as Times New Roman
Casual such as Comic Sans MS
You should be aware that if you select an uncommon font, it will not be visible to anyone who visits your site unless they have the same font installed on their computer. It is often best to select a common font such as Arial or Times New Roman, since these fonts are included in all Windows operating systems.

	Which font style(s) do you wish to use?


	

	Do you have a color scheme for your business?  If so, please describe it here and/or mail an example (such as a brochure or letterhead)
	


	Do you have a logo?  
	 FORMCHECKBOX 
 We will mail a sample of our logo (send to Kim Floyde at address on Page 1)

	
	 FORMCHECKBOX 
 We will email our logo to kim@aspenglowservices.com 

	
	 FORMCHECKBOX 
 We do not have a logo


	Publishing Your Website

Once the design and construction of your website is completed, we will need a place to publish it on the Internet.  If you already have an account set up with a local Internet service provider (ISP), please provide the following details:



	Name of ISP
	

	Telephone Number or Website Address
	

	Name of Contact
	

	What is your domain (www) address?
	

	Login Name
	

	Password
	

	Other Information
	


	Promoting Your Website

Search engines (such as Google, Yahoo, etc.) on the World Wide Web are designed to look at hidden "meta tags" on your website to determine which category(s) fit your business.  

	What keywords describe your business?  Keep in mind that these are the words and phrases that visitors will search for in order to locate your website.
	


	When a search engine generates results, it displays the name of the website and a brief description.  For example: 
Absolute Computer Systems, Inc. provides businesses with turnkey solutions that include software, hardware and services. 

	Enter a brief description(25 words or less) that you want to appear next to your name in the results page.
	



	Other Information

Here are just a few other ideas that you may want to consider for your website


	Community 
Information
	A great way to keep people coming back to your site is to provide local information such as weather, news, and links to local websites.

	Newsletters
	If you already mail out newsletters to your customers, you may want to include an electronic version on your website. 

	Claims
Information
	Your website is an excellent place to provide step-by-step information to your customers on who to call and what to do in the event of a claim.  

	FAQs

	If your customers call to ask questions about your products, you can include a "Frequently-Asked Questions" page with your answers.

	References
	Satisfied customers are often willing to write short testimonials to your service… be sure to include these in a prominent place on your site so that potential customers will be sure to see them.

	Motto
	Your motto can be placed in a scrolling "marquee" or graphic or embedded near your logo.

	Location
	Provide a map and written directions to your place of business.

	Photos
	Personalize your site with digital photos of your staff, building, community, etc.

	Educational Information
	One of the primary reasons that InsWeb and other on-line insurance brokers are  successful is because they educate their customers on everything about insurance in plain English.  You might want to consider adding basic information about insurance coverages and other relevant educational information in a reference section on your website.


	Additional Comments & Instructions 

	


We encourage you to review other sites and send us links, along with details about what you like most about those sites.  While we will not copy someone else’s work, it does help us to better understand what you want in your own website. 

Please email this completed document to kim@aspenglowservices.com.   If you have any questions while completing it, you can email or call Kim at 970-323-3456.  Thank you!
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