	[image: image1.png]



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

	



Quick Launch Website Questionnaire

Press TAB to move to each field and type your response.  To edit this form, click on Tools » Unprotect Document
	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
	     

	Email Address
	     


	Design Information

	Which design do you wish to use?
	# www.aspenglowservices.com/qlsites FORMTEXT 

     
    Visit  to view the available designs

	Some of the designs can be changed to match your agency’s color scheme, usually in about 30-45 minutes of your customization time.  Do you wish to change the colors of the design you selected above?  If so, please describe it here and/or send us an example (such as a brochure or piece of letterhead)  

	Do you have a logo?  
	 FORMCHECKBOX 
 We will mail a sample of our logo (send to Kim Floyde at the address shown above)

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

	
	 FORMCHECKBOX 
 We do not have a logo  (your agency name will be shown in stylized text)


	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 agency does and what can be found in your website. 

	Full Name of Agency
	     

	Street Address
	     

 FORMTEXT 


	Mailing Address (if different)
	     

 FORMTEXT 


	Telephone Number
	     

 FORMTEXT 


	Toll-Free (800) Number
	     

 FORMTEXT 


	Fax Number
	     

 FORMTEXT 


	Office Hours
	     

 FORMTEXT 


	General Agency Email Address 
	     

 FORMTEXT 


	Tag Line or Motto
	     

 FORMTEXT 


	Welcome Statement
	     

 FORMTEXT 



	Agency Overview

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

	 FORMTEXT 

     

 FORMTEXT 


	

	Mission Statement

	 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, press TAB at the end of the last row to add additional rows to this table.

	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, press TAB at the end of the last row to add additional rows to this table.

	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 


	Business Insurance
	     

	Other:  
     
	     

	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 and their direct reporting phone number for claims

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

	     
	www.
	

	     
	www.
	

	     
	www.
	

	     
	www.
	

	     
	www.
	

	     
	www.
	

	     
	www.
	

	     
	www.
	


	Resources

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 agency?  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.


	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 website hosting company, please provide the following details.

	WEBSITE HOSTING

	 FORMCHECKBOX 
  I do not have a hosting company

	Name of Hosting Company
	     

	Contact Name & Email Address:
	     

	Website Address
	www.     

	UserID
	     

	Password
	     

	DOMAIN HOSTING

	 FORMCHECKBOX 
  I do not have a domain registered

	What is your domain address?
	www.     

	Name of Domain Registration Company
	     

	UserID
	     

	Password
	     

	Other Information
	     


	Promoting Your Website

Search engines (such as Google, Yahoo, etc.) on the World Wide Web are designed to look at hidden "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 that visitors will search for 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.
	     



	Additional Comments & Instructions

	     


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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