 SEQ CHAPTER \h \r 1Errand Service Web Page Information sheet.
Thank you for the purchase of the complete package.  You will receive a page on the myerrandservice.com website.  In order to complete this page on the site the following information will be needed.  In addition, if you have been working on brochures or flyers or have found a piece of clip art that you like as a representation of your business please email them to me at robin@myerrandservice.com.  I am not a graphic designer, your site should be built with graphics you supply. I will help gather clipart, if possible.

1. Have you registered your domain name yet? ___ Yes ___ No

1a. What would you like your page name to be  - Your address will be 

_________________________________________________

Godaddy is a top domain name registrar - We’ll Do it is now a Godaddy reseller. You can enjoy all the same products and services by going to www.registerwithrobin.com 

1b. Name of Your Errand Service:___________________________________________

2. Slogan or Catch Phrase:________________________________________________

3. Area that you service: County______________________________State__________

4. Contact information (phone, email, mail)____________________________________

______________________________________________________________________

Check Here the Pages that you think you would like to include on your website. - Some are redundant but have a slightly different name - read all the choices and decide which works best for you. These are Pages that will be linked from the home page. You can include subcategories on each page - meaning - you could include house sitting on the personal services page. Also keep in mind the size of the package you purchased.
	Personal Services
	Business Services
	General Errands

	Pet Services
	Companion/Elderly Svcs.
	House sitting services

	Moving Services
	Word Processing Services
	Links /Partners

	Speciality Services such as
Brides     New Mom

Other______________________________
	Contact us

	About Us
	Policies and Information
	Rates 

	Other
	Other
	Other

	Notes:

	

	

	


Please note the following
1. I am not a graphic designer.


It would be best if you could send clip art that you like and feel suits your business.



I will help to add clipart, if I have it available and it matches your chosen theme

2. I am not a graphic designer

I do not do logos, I can create simple basic logos (nothing fancy) This is not part of your


package (If I can create something simple for you, I will be happy to do so as a courtesy)

3.  You have permission to use my wording from my website to describe your services.  It is not recommended that you copy and paste the service descriptions from other websites. Many other errand runners are getting more and more upset about people copying their text.  Granted we all run similar services, but please try to be original in the wording that describes your services.  If I am contacted by another site owner that states you have copied their material and I am hosting your site. I will be forced to remove the copied material.  If you have your site hosted on your own, you can deal with the person who claims you are using their material.

5.  List Here the Services you would like listed on your site.  If it is your intention to list your prices please put prices next to the service offered.  I would much prefer to receive this information in a document - however you may write it in and fax it. But, if possible, type up your answers and email them to me for a speedier addition to your site.

	Service Title Example “Grocery Shopping”

	

	Description of the Service:

	

	

	

	Service Title:

	Description of the Service:

	:

	

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	

	Service Title:

	Description of the Service:

	:

	

	

	Service Title:

	Description of the Service:

	:

	

	

	

	Service Title:

	Description of the Service:

	:

	

	

	
Use additional sheets if needed.


Errand Service Website Information Sheet
6.  What colors are you thinking of for your webpage?___________________________

______________________________________________________________________

7.  List here any addresses of websites that you like.   They don’t have to be errand service sites.  If you like a particular layout we can work to develop a page that resembles it.

______________________________________________________________________

______________________________________________________________________

8.  What is your mission statement?

	

	

	

	

	


9.  Would you like to list any associations or affiliates or link to any sites from your web page?  If so, list them here.

______________________________________________________________________

_______________________________________________________________________

10. Most people (not all) would like to add an “about us” section telling people about how they started or their goals on customer service etc.  If you would like such, please write it for us.  Again we would prefer to have all the information on this form typed and emailed - but you may complete it here and fax it as well.  

About Us:
	

	

	

	

	


11. List here any details not covered above that you would like included on your webpage:

	

	

	

	

	


12. Home page text: You can use your about us information on the home page if that suits you. Think about how you want your home page to look.  Give me any information about that here.

	

	

	

	


Timeliness of completion
I am getting busier and busier but still manage to work very quickly.  My current schedule is that I have clients (errand/office support) every Monday and every Tuesday.  This leaves me the time to work on sites Wed - Friday.  The most time consuming process is the design.  It can take me hours to come up with a design that I feel is attractive and meets with the information you have given me in this questionnaire.  

Things that will hold up your site

1. Not getting back to me on a design theme with approval


2. Incomplete information about your services

3. Incomplete information about what you are looking for. Going back and forth 

4. The Mind Changer - I have had it happen where someone loves their site - then shows it to a friend who has different ideas and then all of a sudden the whole idea changes.  Be sure you approve the design before I add content. Once it is approved - It is approved - any major changes will result in additional cost and additional time.

What is your goal date to have this site completed? ______________________

13 - List here your general policies (hours, notice for services, service area, discounts, referral bonuses)

Samples - Please modify to your liking and DELETE any of those you do not want

Client Privacy:
All Client information, including personal and appointment information is strictly confidential. We do not give this out to anyone. Your business is your business! 
1.   ADVANCE \d 5Returned Check Fee $25 for returned checks.
Services Requiring additional Fees: A (2) hour minimum is required for Moving Services. Party/Function/Meeting/Conference Planning requires a_____ deposit of the total cost and may require an additional fee.
Service Area: 
The Local Service Area is _______________   and ______________ are in the Extended Service Area and requires a TWO HOUR minimum charge, plus mileage and travel. 
Mileage Charges:
35¢ per mile traveled is charged in addition to the hourly rates. This is for gas, auto upkeep and maintenance. 
Additional Time:
After the first hour (or after two hours in Extended area) additional time is billed in 15 minute increments. 
Rush Service:
Rush Service or Last Minute requests may be billed an additional hourly charge. Please contact me for exact pricing. 
Hours of operation:

Requesting services: 

Legality & Safety- We will not perform any task that may be deemed illegal. We reserve the right to refuse to carry out any task that we feel may be immoral or jeopardize the safety of the errand runner. 

13.  List here any specific items that you DO NOT like and are not interested in for your web page?

	

	

	

	


Keywords:
Search engines use keywords to list your site.  List here the keywords you would like for your site.  My are here as an example. Note that some words are spelled wrong - this is to take into account that people spell things wrong sometimes, but my site will still come up.

	"errand service, errand services, concierge, san diego errand service, pet sitting, office support, word processing, moving, moving service, moving services, packing, unpacking, conceirge, errand service san diego, errand services san diego, concierge san diego, errand san diego, errand service san diego, errand services san diego, errand, san diego notary, notary services san diego, san diego, mobile notary, san diego mobile notary, notary public san diego, san diego notary public, mobile notary public san diego">


Your Keywords:

	


Domain Name FORWARDING Instructions. - You’ll need these instructions ONCE YOUR SITE IS DONE.
If you registered your domain name through godaddy or at registerwithrobin.com (godaddy reseller) - the instructions are the same - choose the right website.
www.godaddy.com or www.registerwithrobin.com
1. Click on My Account
2. Log in with customer number (on your receipt) and password
3. Once again click on my account
4. Choose Manage Domains
5. Check the domain(s) to manage and click Open or launch
A new page will open.
1. Choose forwarding.
2. Check the box that says “enable”
3. Type in the complete address for your page that Robin Gave you after designing your site
4. Click on the upper tab that says “masking”
5. Enable masking
6. Type in the title of your business
7. Type in the keywords for your business
8. In bottom right - click OK or continue.
It should tell you changes are in process - wait a half hour or so and it should be set up.
If you are registering a domain name - you will have to wait up to 24 hours before you can forward it.
