
 

 

We wrote these guidance notes because it will make for a smoother and faster web design 

process. Most of the answers are self-explanatory.  

 

If you get stuck with anything, please contact us via WhatsApp on 07884021443 or email 

info@highlandspeedweb.co.uk 

 

 

2 – Basic Details 
 

 

2.1 What is your name?  
 

Easy one to start! What should we call you? 

 

2.2 What is your business name? 
 

How would you like your business name referred to on your website? 

 

2.3 What is your email address? 
 

This is where we will send all correspondence about your new website. It is not necessarily 

the email address you want displayed on your website. 

 

2.4 What does your business do? 
 

Here's a typical answer to this question: 

"We are a small plumbing company based in Fortrose. We offer X Y Z 

services. We cover Inverness and the Black Isle."  

"Our business has been in operation since 2004, and we have grown to 6 

members of staff." 
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Tell us about the services you offer, what you sell, etc.  

 

2.5 Who is your target audience?  
 

Do your customers fit a particular profile? Are they mostly women or men? Young or old? 

Home owners? Or do you appeal to everyone?  

Anything you can tell us here with help guide the style of your website.  

 

2.6 Why do you want a website?   
 

This may seem like a silly question, but have you thought about the reasons for wanting a 

website? 

Here are some of the reasons you may want a website:  

• To showcase your products and services 

• To show up in search engines  

• To keep up with our competitors 

What are your main reasons for wanting a website?  

 

 

3 – Website info 
 

 

3.1 Do you have an existing website?  
 

This is an important detail, as we need to know whether you: 

• Already have a website, but would like a new, updated website. This means you will 

have to switch from your existing hosting provider to our web hosting. But don't 

worry, we'll make the process as seamless as possible. 

• Need a completely new website. This means you'll be registering a new domain 

name.  

 

If you answered yes > 

 

3.1.1 Please type your website address here 
 

Your address will look something like www.highlandpuppies.com 

http://www.highlandpuppies.com/


 

3.1.2 Why do you need a new website?  
 

Typical answers might include:  

• My current website is old fashioned 

• My current website is not optimised for mobile devices 

• My current web designer is not reliable  

• I would like more features on my website 

 

3.1.3 Hosting arrangements 

 

If you already have a website, it means you already have a hosting provider.  

At Highland Speed Web, we do not work with other hosting companies. Every website must 

be hosted on our servers.  

The reasons for this are:  

• We have a specific hosting set up that ensures our websites are deployed smoothly.  

• It means we have tighter control over your website if anything goes wrong.  

We apologise for any inconvenience this may cause, but in our experience it works out best 

for everybody involved when your website is hosted by the company that made it.  

We will contact you and request some details from you in order to start the transfer.  

 

If you answered no to 3.1 >  

 

3.1.4 Do you need us to register a domain name for you?  

So you're setting up a brand new website? Congratulations!  

In order for your website to be on the web, it needs a domain name. A domain name is 

basically the address where your website can be found. For example: www.bbc.com, 

www.highlifehighland.com 

You will need to choose your own domain name. We recommend keeping it short and 

memorable. We also recommend you go for a .co.uk or a .com domain name.  

Use this website to find out whether your chosen domain name is available: 

https://www.name.com/domain/search 

 

 

3 – Contact Information 
 

http://www.bbc.com/
http://www.highlifehighland.com/


 

4.1 Would you like a contact email address displayed on your website?  

Pretty straightforward – would you like your customers to be able to email you directly?  

 

4.2 Do you wish to display a contact telephone number on your website?  

Would you like people to be able to telephone you? Could be either a landline or mobile. 

 

4.3 Do you want to include links to your social media on your website?  

If you answer yes to this question, we will add social media icons to your website, with links 

to your social media accounts. This could be Facebook, Twitter, Pinterest, Instagram, etc.  

Warning: if you're not active on social media, it might be best not to link to them. It will make 

your company look inactive.  

 

4.4 Do you want to include your companies opening hours on your 

website?  

Unless you are ok with people calling you at evenings and weekends, it would be a good 

idea to state your opening hours on your website.  

 

4.5 Do you want to include your companies physical address on your 

website?  

Do you want customers to be able to visit you in person? This is essential for shops, 

garages, etc. But might not be appropriate if you are a joiner who works from a home office.  

 

4.6 Would you like a contact form on your website?  

You've probably seen these all over the web – the user fills in the form and it sends you an 

email. You can then email the customer back.  

 

 

5 – Images 
 

 

5.1 Please provide images you would like included on your website. 

Without pictures, websites look dull and depressing.  



Here are some of the types of images you might use:  

• Pictures of you and your team. Either at work, in the office, a group photo. Pictures of 

you and your team will make visitors to your website more likely to trust you.  

• Pictures of some of the work you have done. Are there some examples of your work 

you're very proud of?  

• Any other photos you think might work well on the website. Don't worry about 

including too much! We will pick and choose the best. 

Image requirements:  

• Images should be big enough that they can be used on the website. If your images 

are too small, they will look blurry if we try to make them bigger. If you're using 

images taken from your phone, do not try to compress them – the bigger the better! 

• Do not include the pictures as part of a Word document – Word will shrink them. 

Include each image file separately.  

 

To use the file upload system, either drag and drop your files on to the screen (you can drag 

multiple files at the same time if you highlight them). Or press 'select files' and choose your 

files one at a time.  

 

 

5.2 Do you have a company logo? 

Here you will be asked to upload your company logo. Please select either a PNG, EPS or an 

AI file. We will also accept a JPG file if that's all you have.  

Please ensure the image is sufficiently high-resolution (over 200 pixels wide). 

 

5.2 Do you have any other promotional material? 

Have you ever had any flyers, posters, or graphic design work made? This material can be 

used to get a better flavour for your brand. 

 

 

6 – Design 
 

 

6.1 Please provide three websites (in a similar industry to yours) that 

you like the design of 

Browse the web and take a look for websites you like the look of. Take a look at your 

competitors.  



Provide three addresses to websites you find impressive. We will use this as a guide when 

we create your website.  

Please note: we may not be able to incorporate every design feature you like. Some 

websites cost upwards of £10k, whereas yours costs £30 a month. But we will do our best! 

 

6.2 Does your company have a strapline? 

If your company has a strapline, please include it here.  

A strapline is a short sentence that sums up your business.  

Here are some examples of straplines: 

  

Hub Property Care – All trades under one roof 

Harrison Heating – Central Heating Service 

HSBC – The world’s local bank 

Innocent – Little Tasty Drinks 

 

6.3 Are there any particular fonts you would like us to use?  

Some companies like to keep a consistent font across their whole brand.  

If there is a particular font you would like us to use, please provide the name here.  

Note: some fonts have commercial licences and cannot be used unless a licence is 

purchased. Please ensure you have the right to use the font you choose.  

 

 

7 – Pages 
 

 

7.1 File Upload 

Ok, now we can come to the actual meat of your website. 

As much as we would like to, we can't write the content of your website for you. We don't 

know your business, or your industry, as well as you do. So you will have to provide the 

content.  

Our job is to take the content you provide and arrange it in an attractive way on your 

website. We will also fix any spelling or grammatical errors in your text.  

Important: before we will start designing your website, you must supply all of the content 

you would like to appear on the website.  



We recommend using Microsoft Word.  

 

Essential Page: Homepage 

The homepage is usually the first thing a visitor to your website will see. 

So start with some introductory text about what it is your company does. For example 

"Duncan Mackenzie Plumbing –  Quality low-cost plumbing solutions in Inverness and 

surrounding areas". 

With a sentence like that, a visitor to your website will be able to tell very quickly whether 

they are in the right place.  

Other recommendations for a homepage:  

• A few paragraphs about who you are – when you started, the areas you serve, your 

companies values, etc.  

• Some of the services you offer. For example, if you're a plumber, a little bit about the 

different type of work you can carry out.  

• The benefits of choosing your company over another company. What do you offer 

that others don't? Are you cheaper? Do you have better customer service?  

• Some testimonials. Customers want to know they can trust you. Why not throw in a 

few positive testimonials you have received?  

Take a look at your competitors, or the big players in your industry – what do they do on their 

homepages?  

 

Essential Page – Contact us 

This is where you should list all of the methods a customer can use to contact you – 

telephone, email, social media.  

We will include this page by default using the contact details provided in section 3. Please 

specify if you'd like anything specific on your contact page.  

 

Recommended Page: Services 

If you'd like to go in to more details about what you can offer your customers, a 'services' 

page is a good idea.  

Actually, it's recommended that you have a separate page for each of your services (this 

helps with Google search rankings).  

So, if you were a plumber, you could have a separate page for: toilets and bathrooms, 

radiators, baths, drains, etc.  

Or if you like, you can combine them on to one 'services' page. It's up to you.  

 

Optional Pages 



• Customer testimonials – if you have a lot of testimonials, it might be a good idea to 

have a separate page for them. 

• About us – if you would like to go in to more details about your company, an 'about 

us' page is a good idea. Company history, values, major changes, etc.  

• Meet the Team – customers like to know who they're dealing with. Include a 

photograph and biography for each team member.  

• Gallery – do you have a lot of pictures of your work? A gallery is a nice way of 

showing them off.  

• Frequently asked questions – does your company get asked the same questions 

again and again? If so, it might be a good idea to create an FAQ (frequently asked 

questions) page. It is handy for customers, and it means you won't have to keep 

answering the same questions.  

 

These are just suggestions – this will be your website, so you can choose as many or as 

few pages as you like.  

 

7.2 Please provide any further information you would like us to know. 

This is your chance to tell us about anything that you haven't already told us about.  

Include anything you think we should know, so we can deliver you a website you are happy 

with.  

 

The last thing to do is to agree to the 'terms of service'. There are no 'gotchas' in the terms, 

we like to be as transparent as possible.  

As simply as possible: we design and develop a website for you. We make changes until you 

are happy. This includes domain name and hosting. When you are happy, you pay us £30 a 

month. We guarantee not to increase the price for a period of 2 years. That's it.  

 

All that remains to be said is thank you for your interest in Highland Speed Web. If 

you are unsure about anything covered in these notes, please do get in touch. 

WhatsApp: 07884021443 or email info@highlandspeedweb.co.uk 
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