The Client Worksheet
https://clearleft.com/

While it is easy to make the simple complicated, it takes skill to make the complex feel simple. That is Clearleft’s speciality.  

We were the first user experience agency in the UK. Since 2005, we’ve helped over 100 clients in 5 continents realise their digital potential to become more efficient and competitive. We use research, design and strategy to enable innovation, deliver products and services, build design capability and transform the design function of organisations.  

——

We’ve put together this handy worksheet to help you capture and articulate  what you’re looking to do. Think of this document as a business plan for your digital product or service. Try to answer each question in a clear and concise manner, and skip any questions that don’t pertain to your project. As each member of your team may have a different vision for the project, we recommend completing this worksheet as a group. That way we won’t miss any important opinions. 

Once you’re happy that the worksheet clearly describes your project, please email it to andy.keetch@clearleft.com and we’ll work out the right solution for you.

——

All about you
What’s your name and role? 


What’s the name of your company and product or service you’re enquiring about?


Describe the concept/product/service you’re enquiring about. Try to explain it like you’d explain it to your parents (this is easier said than done)


When would you like to start (tomorrow is pretty unlikely, sorry)?


When does it need to be completed (yesterday is definitely out)?


What is your specific reason for these dates? (eg, trade show, product launch?)


Your budget dictates how much time we can devote to making your project a success. What are you looking to spend to achieve your vision? Ranges are fine, we know this question is always tricky 
(eg, £10-20k, £30-50k, £100k+)



——

What you’re trying to do
Give us your main reasons for getting in touch with us


In order of importance (most important first) what are the business objectives for your product or service (eg, improving conversion rate, increase customer satisfaction)?


What is your measure for success, and what outcomes are you hoping to achieve? (ie, 20% increase in sales)


If this project is intended to replace something, what aspects of the previous thing worked well? What made it successful?


What wasn’t so great and why do you think that is?


——

Who you’re doing it for
Who’s using your product or service? Describe the different types of users, customers in as much detail as possible. 


How do you think your audience currently perceives your company and the services you offer?


What do you imagine people will be using your product or service for? What task are they trying to achieve?


Why will people choose your product or service over others?


Outline any ideas for features you have for your product or service


How do these features support your business goals and the goals of your user?


Tell us a bit about your competition. Who are the heavy hitters or notable up-and-comers in your field (including their website addresses)? 



——

Design within your organisation
In your opinion, how is design embedded in your organisation?


Would you say design within your organisation has contributed to an increase in sales, competitiveness, and/or brand loyalty previously?


When it comes to design in your organisation, which issue concerns you most?



——

Any additional comments
We’ve tried to keep this worksheet as general as possible, but every project is unique. Here is your chance to add any extra information you think will be helpful.



