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Introduction
This checklist is intended to act as a primer for the engagement to produce the e-commerce plan. We do not expect all the answers to be finalized or exact at this time. This document is used in discussion to get enough information to produce the formal plan.
While some of the answers are simply checkboxes or numbers. We have left space to expand upon that answer below the question.
Project Summary
	Participants
	Role
	Email
	Telephone

	
	
	
	

	
	Project Manager
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Start Date:



	Deadline:



	Budget:



	Notes / objectives / critical issues






Base Sales Requirements
	
	
	
	

	
	
	
	

	
	Products – how many products or SKUs?

	
	Price – what is the average value of a product?

	
	SKUs – Are the multiple SKUs per product?
(Color, Size, Options, etc.)

	
	Min # of SKUs per product?

	
	Max # of SKUs per product?

	
	Images – unique image for every SKU?
(New images for options, colors, etc.)

	
	Product Info – external references or PDF links for specification (very detailed)?

	
	Value Added – Are there value added items per SKU?
(e.g. warranty, setup, etc.)?

	
	Cross Sell – Catalog with cross sell information?

	
	Up Sell – Catalog with upsell information?

	
	Also purchased – Dynamic links to also purchased products by other customers?

	
	Bundles – Grouped products?

	
	Configurable Products – Build Product from options list?

	
	Tiered Discounting – Volume purchasing?

	
	Coupons – Real or virtual coupon discounts?

	
	Single Store – One store with one language?




Marketing
	
	
	
	

	
	Unique Selling Points –unique benefits you offer



	
	Will the site service an existing customer base?

	
	Is this site aimed at B2C (business to customers)?

	
	Is this site aimed at B2B (business to business)?

	
	Is the audience going to be impressed by a graphic-rich site or will they be looking for speed and efficiency?

	
	What regions / countries:



	
	Base Questions to consider

· What is attracting traffic/customers to the site?

· Brand recognition – connecting to existing imagery?
· Mail and/or e-mail shot?
· Search engines and web catalogs?
· Pay per click – Google/other
· Affiliate advertising?




How will the site work

	
	
	
	

	Search/Sort
	Catalogue search/Catalogue page sort options
Product name
Product description Brand / supplier
Price
Technical characteristics? Max per page 
Product codes?

	
	Will the site service an existing customer base?

	
	Is this site aimed at B2C (business to customers)?

	
	Is this site aimed at B2B (business to business)?

	
	Is the audience going to be impressed by a graphic-rich site or will they be looking for speed and efficiency?

	
	How will the catalogue will be structured (categorized) into different product areas to aid navigation 


	
	How many (per product – max counts)

	
	# of images?

	
	# of technical specifications/attributes?

	
	Customer Account Types

	
	End Customer Account

	
	Trade Account

	
	Reseller Account




Payments and Processing
	
	
	
	

	Payments
	Credit card
PayPal
Google Checkout
PayPal
On Account
On Invoice

	
	Same TAX rate for all customers types

	
	Rates vary by locate/region

	
	TAX on services in addition to goods

	
	TAX on shipping based on delivery

	
	TAX on shipping based on origin

	
	Rate based on full address (not just ZIP/Postcode)

	
	Currency (one or more)

Multi-currency – prices displayed in more than one currency (not recommended)

	Merchant Info
	Your merchant account
Which bank do you use
Have you discussed your plans with the bank?
Do they have special requirements?

	Payment Gateways
	Do you have a current credit card clearing account
Is this for online, card not present?
Are you limited by geography as to where you can accepts cards from?(e.g. – US only)




Operational issues
	
	
	
	

	Shipping
	UPS
FedEx
USPS
DHL
Hand delivered
Other

	
	What shipping rules apply?
Weight, time, destination, flat rate, etc.

	
	Estimated transactions per day

	
	Estimated revenue per day

	
	Estimated shipped products per day

	
	Accuracy of estimates (%)

	
	Is data to be extracted for shipping tools?

	
	Is data to be extracted for accounting tools?

	
	Is data to be uploaded form external systems?



Company Confidential
7 of 8
MRD Global


