JIN DESIGN  ·  FREE TEMPLATE
Website brief
Describe your website project on one document before you ask agencies for quotes: goals, audience, pages, content, features, platform, your current site, tracking, PDPA, budget, timeline and what you want back.
How to use this brief
1. Fill in Part 1. The grey text under each heading explains what to write; delete it once filled in.
1. If you are not sure about a section, write "not sure yet, please advise" rather than leaving it empty.
1. Send the same brief to every agency, and share any answer you give one agency with all of them.
1. Part 2 is a filled example for a fictional Singapore tuition centre, Pebblewood Learning. Delete it before you send your brief.
The full guide: How to write a website brief before you ask agencies for quotes
Free to use for your own website and for websites you manage for clients; please do not resell the file. jin-design.com/resources/templates/website-brief-template/
Part 1: Your website brief
Project details
Fill this in last, once the rest of the brief is done. Send the same version to every agency.
	Item
	Your answer

	Company name
	

	Current website (if any)
	

	Brief owner (name and role)
	

	Date and version of this brief
	


1. Goals and how success is measured
Name the main job of the website and the one action that proves it worked, such as a sent enquiry, a booking or a sale. A modern look is a reason to redesign, but it does not tell an agency what the pages must lead visitors to do.
Say how you will measure success and what you track today. If you track nothing yet, say so: the tracking set-up then belongs in the quote.
	Item
	Your answer

	What the business does
	

	Why a new website now
	

	Main goal of the website (one)
	

	The action that proves it worked
	

	How success will be measured
	

	What you track today
	

	Secondary goals
	


2. Audience
Describe each main group of visitors: what they need to find before they contact you, and what might stop them. A few sentences per group is enough.
Check your analytics for the device split, and note the languages your visitors read.
	Visitor group
	What they need to find
	What might stop them
	Device and language

	
	
	
	

	
	
	
	

	
	
	
	



	Item
	Your answer

	Competitors or similar businesses, and what you notice about their sites
	


3. Pages and layouts
List the pages you expect, then give each one a layout (page type). Pages that share a layout, such as every service or product page, are one design job, so the number of unique layouts is a better guide to effort than the page count. Group repeated pages into one row, such as "Service pages (6)".
Mark each page Must-have, Nice-to-have or Option, so agencies can price a core scope and the extras separately. Add sites you like and the brand assets you already have.
	Page
	Layout (page type)
	Priority
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Item
	Your answer

	Number of unique layouts
	

	Sites you like, and what you like about each
	

	Brand assets you have (logo, brand guide, fonts, photos)
	


4. Content you will supply
For each page or type of page, say who writes the copy, who supplies photos and video, and when it will be ready. Content is often the step that holds a project up, so these dates matter as much as the launch date.
Confirm you own the rights to the photos, video and fonts you supply, and list the languages the site needs at launch and later.
	Page or content
	Copy written by
	Photos and video from
	Ready by
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Item
	Your answer

	Languages at launch
	

	Languages later
	

	Rights to photos, video and fonts confirmed
	


5. Features and integrations
List what the site must do beyond showing pages: forms, bookings, payments, a members area, search, a blog, careers. For each integration, name the product you use and what should happen, for example "Enquiries go into our CRM as new contacts". A line such as "connect to our systems" cannot be priced.
If you do not need an integration yet, say so. "No sync in phase one" is a useful answer.
	Feature or integration
	Product you use
	What should happen
	Priority

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6. Platform and who will edit the site
If you must use a platform, say why: a team skill, an app you depend on or an IT policy. If not, ask agencies to recommend one and explain why it suits your team.
Describe who will edit the site, what they will change and how often. A site that changes every week needs different editing tools from one that changes twice a year.
	Item
	Your answer

	Platform you must use, and why (or "no preference")
	

	Who will edit the site
	

	What they will change, and how often
	

	How comfortable they are with web tools
	

	Hosting, security or IT policies to follow
	

	Help wanted after launch (care plan, training)
	


7. Existing site, migration and redirects
If you have a website, this section protects your Google traffic. Google asks you to map every old URL to its new one, use server-side permanent redirects and keep them for at least a year (Google: moving a site with URL changes). Agencies need your page count and your most visited pages to price that work.
Give read-only access to Google Search Console and your analytics, and attach a list of your most visited pages. The free JIN Design sitemap checker lists the pages in your sitemap.
Note who holds each account. A .sg domain is registered through a registrar accredited by SGNIC (SGNIC: accredited registrars); the account should be in your company's name.
	Item
	Your answer

	Current address
	

	Platform it runs on
	

	Approximate number of pages and posts
	

	Most visited pages (attach a list)
	

	Content to keep, update or retire
	

	Search Console and analytics access
	

	Domain: registrar, account holder, renewal month
	

	Hosting and email: provider, renewal month
	


8. Tracking and conversions
List every action that counts as a result: a sent form, a tap on a WhatsApp or call button, a booking, a purchase. Google Analytics 4 calls these key events (Google Analytics: key events). If you run Google Ads or Meta ads, say so, because the conversions need to reach those accounts too.
Count a form when it is sent successfully, not when the button is pressed. WhatsApp and call buttons count taps, not conversations, so report them separately.
	Action on the site
	Counts as
	Report in
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Item
	Your answer

	Analytics in use today
	

	Search Console set up
	

	Ad accounts that need the conversions
	

	Who reviews the numbers, and how often
	


9. PDPA and accessibility
Forms that collect personal data from individuals, such as names, emails or phone numbers, fall under the Personal Data Protection Act. Click each box to tick it, or note why a check does not apply. This is general guidance, not legal advice.
	
	Check

	
	Each form says what it collects and why, next to the submit button. See PDPC: data protection obligations

	
	Marketing messages have their own optional, unticked opt-in.

	
	No NRIC numbers collected, unless the law requires it or identity must be verified to a high degree of fidelity. See PDPC: advisory guidelines on NRIC numbers

	
	We know where form submissions are stored, who can see them and how long they are kept.

	
	The agency and the host, as data intermediaries, are covered by a written contract. You keep the same obligations for data they process for you. See Personal Data Protection Act, section 4

	
	The privacy policy will be updated for the new site, including analytics and any ad tracking.

	
	Accessibility target named: WCAG 2.2 level AA. See W3C: WCAG 2.2

	
	Brand colours checked for text contrast. See JIN Design contrast checker

	
	Advertising rules for our sector checked, for example MOH rules for licensed clinics. See Healthcare Services (Advertisement) Regulations 2021



	Item
	Your answer

	Forms on the site, and what each collects
	

	Who handles data protection in your company
	


10. Budget and how to price options
A budget range, or a ceiling, lets agencies propose an approach that fits. If you would rather not share it, say how you want options priced: the core scope as one figure, then each nice-to-have, language and integration as its own line.
Ask for yearly running costs (hosting or a platform plan, paid apps, a care plan) and GST as separate lines. GST-registered businesses charge GST at 9%, checked October 2026 (IRAS: current GST rates).
Grants, checked October 2026: Enterprise Singapore's EDGE Grant replaced PSG, EDG and MRA on 30 September 2026. Its list of pre-approved single-function solutions has no category for a company website on its own. An E-Commerce Online Shop (B2C) package can get up to 50% support for SMEs on a cost capped at S$5,000, covering software costs for 12 months; GST and maintenance are not supported. The package should match the vendor quotation exactly, and you must not start work or pay a deposit before you apply (Enterprise Singapore: EDGE E-Commerce Online Shop (B2C)).
	Item
	Your answer

	Budget range or ceiling (or "shared on the first call")
	

	How to price options
	

	Grant you plan to apply for (if any)
	

	Running costs to show in the proposal
	

	Payment terms you prefer
	


11. Timeline and decision makers
Give the launch date and why it matters, such as a campaign, an event or a busy season, and any dates your team is away.
Name the people involved. Bring the person who gives final approval into the first design review, so approved work is not reopened later.
	Item
	Your answer

	Target launch date, and why
	

	Dates the team is unavailable
	

	Questions about this brief by
	

	Proposals due by
	



	Role
	Who
	Responsible for

	Day-to-day contact
	
	

	Content owner
	
	

	Final approval
	
	

	Accounts and IT
	
	

	Data protection
	
	


12. What we want back in the proposal
Ask every agency for the same things, so the proposals can be compared line by line. Click the box next to each item you need, and add anything else. The free website scope worksheet has a tab for comparing up to three quotes with running costs added.
	
	Check

	
	Pricing against the sections of this brief, with the core scope and each option on separate lines

	
	Assumptions and exclusions in writing, including the number of unique layouts and rounds of changes

	
	The recommended platform, and why it suits our team

	
	A plan for our current pages and redirects

	
	A timeline with milestones, and what you need from us at each one

	
	The names and roles of the people doing the work

	
	Running costs for each year, and who bills each one

	
	GST shown as included or added

	
	Confirmation that the domain, content, design files and accounts are ours

	
	Payment stages, and what we receive at each one



	Item
	Your answer

	Send proposals to
	

	Format (for example a PDF, then a call)
	




Part 2: Filled example
Pebblewood Learning is a fictional tuition and enrichment centre in Singapore, invented to show the level of detail that helps an agency quote. Its web address is a placeholder. There are no prices in this example.
Project details
	Item
	Example answer

	Company name
	Pebblewood Learning (fictional)

	Current website (if any)
	pebblewood-learning.example (a placeholder address)

	Brief owner (name and role)
	Centre manager

	Date and version of this brief
	October, version 1


1. Goals and how success is measured
	Item
	Example answer

	What the business does
	Tuition and enrichment classes in English, maths and science for upper primary and secondary students, at two centres in Singapore

	Why a new website now
	Staff find the current site hard to update, the timetable is often out of date, and the trial class form is not tracked

	Main goal of the website (one)
	More trial class bookings from parents

	The action that proves it worked
	A trial class request sent through the website

	How success will be measured
	Trial class requests per month in GA4, compared with the bookings the admin team confirms

	What you track today
	Page views in GA4 only; form sends are not tracked

	Secondary goals
	Parents reading programme pages before they call; tutor job applications


2. Audience
	Visitor group
	What they need to find
	What might stop them
	Device and language

	Parents of upper primary students
	Class size, the tutors, the timetable, the nearest centre
	Not sure which class suits their child's level
	Mostly phones, in the evening; English, and many also read Chinese

	Parents of secondary students
	Programmes for each subject and how lessons follow the school syllabus
	Timetable clashes with CCAs
	Phones and laptops; English

	Secondary students
	Timetable and how to get to the centre
	Not usually the one who decides
	Phones; English



	Item
	Example answer

	Competitors or similar businesses, and what you notice about their sites
	Other tuition centres near our two centres; parents look first for class sizes and the timetable


3. Pages and layouts
	Page
	Layout (page type)
	Priority
	Notes

	Home
	Home
	Must-have
	Trial class button on the first screen

	About us, FAQ, contact, privacy policy
	Standard page
	Must-have
	

	Programmes overview
	Programme listing
	Must-have
	Filter by level and subject

	Programme pages (8, one per level and subject group)
	Programme page
	Must-have
	Same structure on every page

	Our tutors
	Tutor listing
	Must-have
	Profiles on one page

	Centre pages (2)
	Centre page
	Must-have
	Map, opening hours, nearest MRT

	Timetable
	Timetable
	Must-have
	Admin staff update it each term

	Book a trial class
	Form page
	Must-have
	

	Blog listing and posts (about 40 kept from the old site)
	Blog listing, blog post
	Must-have
	Posts moved by the agency

	Chinese versions of home, programmes overview and trial booking
	Same layouts
	Option
	Price separately



	Item
	Example answer

	Number of unique layouts
	10

	Sites you like, and what you like about each
	Two education sites that show the timetable clearly on a phone (links sent with this brief)

	Brand assets you have (logo, brand guide, fonts, photos)
	Logo files and colours; no brand guide yet; our own photos of both centres


4. Content you will supply
	Page or content
	Copy written by
	Photos and video from
	Ready by
	Notes

	Home, About us
	Agency writes, we check
	Our own photos
	Week 4
	Agency interviews the founder

	Programme pages (8)
	We write, agency edits
	Our own photos
	Week 3
	Agency sends one outline for every page

	Tutor profiles
	Each tutor; centre manager collects
	Tutors' own photos
	Week 3
	Written consent from each tutor to use the photo

	Centre pages (2)
	We write
	Our own photos
	Week 3
	Opening hours, nearest MRT, parking

	Blog posts (about 40)
	Existing posts kept
	Existing images
	Before launch
	Agency moves the posts and checks images



	Item
	Example answer

	Languages at launch
	English

	Languages later
	Chinese for home, programmes overview and trial booking, priced as an option

	Rights to photos, video and fonts confirmed
	Yes for our photos; agency to confirm font licences


5. Features and integrations
	Feature or integration
	Product you use
	What should happen
	Priority

	Trial class form
	Website form
	Parent name, mobile, email, child's level, subject, preferred centre and slot; emails the admin team
	Must-have

	WhatsApp button
	WhatsApp Business
	Opens a chat with a pre-filled message naming the page
	Must-have

	Map on centre pages
	Google Maps
	Map and directions for each centre
	Must-have

	Student management system
	Our current system
	No sync in phase one; admin staff enter trial students by hand
	Not in scope

	Online payment of term fees
	To be decided
	Price as an option for a later phase
	Option


6. Platform and who will edit the site
	Item
	Example answer

	Platform you must use, and why (or "no preference")
	No preference. Please recommend one and explain why it suits us

	Who will edit the site
	Two admin staff

	What they will change, and how often
	The timetable each term, a blog post most weeks, programme details now and then

	How comfortable they are with web tools
	Comfortable with office software, not technical

	Hosting, security or IT policies to follow
	None, but the domain and every account must be in the company's name

	Help wanted after launch (care plan, training)
	A care plan for updates and backups, and a training session for the admin staff


7. Existing site, migration and redirects
	Item
	Example answer

	Current address
	pebblewood-learning.example (placeholder)

	Platform it runs on
	WordPress

	Approximate number of pages and posts
	About 80 URLs, including about 40 blog posts

	Most visited pages (attach a list)
	Attached: the top 20 landing pages in GA4 over the last 12 months

	Content to keep, update or retire
	Keep blog posts that bring visits; rewrite programme pages; retire old event pages

	Search Console and analytics access
	Read-only access to the agency we appoint

	Domain: registrar, account holder, renewal month
	.sg domain with an accredited registrar, in the company's name, renews in March

	Hosting and email: provider, renewal month
	Hosting renews in January; email stays with the current provider


8. Tracking and conversions
	Action on the site
	Counts as
	Report in
	Notes

	Trial class form sent
	Enquiry (main)
	GA4 key event
	Counted when the form is sent successfully

	WhatsApp tap
	Enquiry
	GA4 key event
	Counts taps, not messages; reported separately from the form

	Call tap
	Enquiry (secondary)
	GA4 event, not a key event
	Counts taps, not calls; only the tap can be tracked

	Tap on the careers email link
	Job interest
	GA4 event
	Not a key event



	Item
	Example answer

	Analytics in use today
	GA4, page views only

	Search Console set up
	Yes, verified by the founder

	Ad accounts that need the conversions
	Meta ads during the enrolment period; no Google Ads yet

	Who reviews the numbers, and how often
	Centre manager, monthly


9. PDPA and accessibility
	
	Check
	Example answer

	
	Each form says what it collects and why, next to the submit button.
	Yes, one line next to the button

	
	Marketing messages have their own optional, unticked opt-in.
	Yes

	
	No NRIC numbers collected, unless the law requires it or identity must be verified to a high degree of fidelity.
	Yes, no NRIC numbers

	
	We know where form submissions are stored, who can see them and how long they are kept.
	Admin team only; kept while the class is arranged

	
	The agency and the host, as data intermediaries, are covered by a written contract. You keep the same obligations for data they process for you.
	To do: ask the agency and host to confirm it in the contract

	
	The privacy policy will be updated for the new site, including analytics and any ad tracking.
	Yes, agency to draft, founder to approve

	
	Accessibility target named: WCAG 2.2 level AA.
	Yes, WCAG 2.2 level AA

	
	Brand colours checked for text contrast.
	Yes, before design starts

	n/a
	Advertising rules for our sector checked, for example MOH rules for licensed clinics.
	Not applicable



	Item
	Example answer

	Forms on the site, and what each collects
	Trial class form only: parent name, mobile, email, child's level, subject, centre and slot

	Who handles data protection in your company
	The founder


10. Budget and how to price options
	Item
	Example answer

	Budget range or ceiling (or "shared on the first call")
	A range is approved and will be shared on the first call

	How to price options
	Core scope as one figure; Chinese pages and online payment of term fees as separate options

	Grant you plan to apply for (if any)
	None planned (no online shop)

	Running costs to show in the proposal
	Hosting or platform plan, paid apps, care plan: each per year, with who bills it

	Payment terms you prefer
	Staged against milestones


11. Timeline and decision makers
	Item
	Example answer

	Target launch date, and why
	Before enrolment for the new school year opens

	Dates the team is unavailable
	The centre manager is away for one week in December

	Questions about this brief by
	One week after the brief is sent

	Proposals due by
	Two weeks after the brief is sent



	Role
	Who
	Responsible for

	Day-to-day contact
	Centre manager
	Questions, weekly check-ins, content collection

	Content owner
	Centre manager
	Programme pages, tutor profiles, centre pages

	Final approval
	Founder
	Joins the first design review; signs off each stage

	Accounts and IT
	Founder
	Domain, hosting, Search Console and GA4 access

	Data protection
	Founder
	Privacy policy and form wording


12. What we want back in the proposal
	
	Check
	Example answer

	
	Pricing against the sections of this brief, with the core scope and each option on separate lines
	Yes

	
	Assumptions and exclusions in writing, including the number of unique layouts and rounds of changes
	Yes

	
	The recommended platform, and why it suits our team
	Yes

	
	A plan for our current pages and redirects
	Yes

	
	A timeline with milestones, and what you need from us at each one
	Yes

	
	The names and roles of the people doing the work
	Yes

	
	Running costs for each year, and who bills each one
	Yes

	
	GST shown as included or added
	Yes

	
	Confirmation that the domain, content, design files and accounts are ours
	Yes

	
	Payment stages, and what we receive at each one
	Yes



	Item
	Example answer

	Send proposals to
	The centre manager, by email

	Format (for example a PDF, then a call)
	A PDF proposal, then a call with each shortlisted agency


Website brief by JIN Design  ·  jin-design.com/resources/templates/website-brief-template/	Page 
