CLIENT INTAKE / PROJECT BRIEF QUESTIONNAIRE (UK)
1) CLIENT DETAILS
	Client name / company
	[ ]

	Primary contact name
	[ ]

	Email
	[ ]

	Phone
	[ ]

	Address (optional)
	[ ]

	Website / social links (optional)
	[ ]



2) PROJECT OVERVIEW
	Project name
	[ ]

	Project type
	[e.g., website / logo / marketing / consulting / cleaning contract / other]

	Short description
	[ ]

	Main goal(s)
	[ ]

	Success looks like
	[e.g., increase enquiries, sell templates, improve conversion, reduce admin time]



3) TARGET AUDIENCE & COMPETITORS
Who is the target audience? (age, location, industry, needs)
____________________________________________________________
Key competitors or similar businesses (links if possible):
1) __________________________   2) __________________________   3) __________________________
Websites you like (style/features) (links):
1) __________________________   2) __________________________   3) __________________________

4) REQUIREMENTS / FEATURES
What do you need delivered? (tick or list)
☐ Pages/sections
☐ Content writing/editing
☐ Forms (contact/booking)
☐ Payments (Stripe/PayPal)
☐ Membership/login
☐ Blog/news
☐ SEO setup
☐ Analytics
☐ Email marketing integration
☐ Other: __________________________

Any must-have features?
____________________________________________________________
Any features you do NOT want?
____________________________________________________________

5) BRANDING & ASSETS
	Logo available?
	☐ Yes ☐ No ☐ Needs creating

	Brand colours / fonts (if known)
	[ ]

	Images available?
	☐ Yes ☐ No ☐ Need stock images

	Tone of voice
	[e.g., professional, friendly, formal, simple]

	Files/links to assets
	[Google Drive/Dropbox link or folder]

	Permissions to use assets confirmed?
	☐ Yes ☐ No



6) CONTENT & ACCESS
Who will provide the content? ☐ Client ☐ Service Provider ☐ Both
Access needed (tick):
☐ Domain registrar
☐ Hosting
☐ WordPress/admin login
☐ Google Analytics/Search Console
☐ Social media accounts
☐ Payment provider (Stripe/PayPal)
☐ Other: __________________________

Please share logins/access securely (do not email passwords). Preferred method: [ ]

7) TIMELINE, BUDGET & APPROVALS
	Preferred start date
	[ ]

	Deadline / launch date
	[ ]

	Budget range (optional)
	£[ ]

	Decision maker / approver
	[Name + role]

	Feedback turnaround time
	[e.g., within 48 hours / 3 working days]

	Communication channel
	☐ Email ☐ WhatsApp ☐ Slack ☐ Teams ☐ Other: [ ]



8) LEGAL / COMPLIANCE (IF RELEVANT)
Does the project involve personal data collection? ☐ Yes ☐ No ☐ Not sure
Do you need: ☐ Privacy Policy ☐ Terms & Conditions ☐ Cookie Notice ☐ Not sure
Any industry-specific requirements (e.g., NHS, finance, childcare)?
____________________________________________________________

9) CONFIRMATION
I confirm the information provided is accurate to the best of my knowledge.
	Name
	Signature
	Date

	__________________________
	__________________________
	____ / ____ / ______



