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Thank you for choosing StarChapter!
Please complete this Project Worksheet and send back to us prior to your scheduled Project Kick-Off meeting by email projects@starchapter.com or by fax to 877-781-8776.

​
General Project Info

Organization Name: 
Organization Address: 
We’d like to extend an offer of training when your board changes and new board members start using StarChapter. When will your next board change take place?
How often does your board change?
URL: 
Target Launch Date: 
Project Lead Contact
  Name:

  Email:

  Business Phone:

  Cell Phone:

Treasurer Contact

  Name: 
  Email: 
  Business Phone:

  Cell Phone:

Additional Project Contact (if applicable)

  Name: 
  Email:

  Business Phone:

  Cell Phone:

Please list the main people who will be given access to the admin area, and what positions they hold on the board:

  Name:

  Email:

  Full access or Restricted: 
  Name:

  Email:

  Full access or Restricted:
  Name:

  Email:

  Full access or Restricted:

  Name:

  Email:

  Full access or Restricted:

  Name:

  Email:

  Full access or Restricted:

  Name:

  Email:

  Full access or Restricted:

  Name:

  Email:

  Full access or Restricted:

Site Design

StarChapter has worked with IREM to create a layout specifically for IREM chapters.  We will integrate this with your local chapter logo.  We can also incorporate images relating to your area, such as skylines, into the main slider.  You may also choose to supply us with photos, at least 960 pixels in width, which we can integrate.  
Will you be providing photos for use in the site’s header? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No
Is it okay to use stock photos? If so, what type of images would you like?
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Additional comments:
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Membership

Please identify the functionality you want to apply to your website:
Is membership controlled by your national association? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No 

Will the membership directory be open to public viewing? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No 

Will members have photos as part of their profiles? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No

Will members be allowed to manage their own profiles? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No

Are you required to sync your membership with your national association? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No

Do you maintain a non-member mailing list? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No
Meeting/Event

Please list your event types and describe associated registration costs for members and non-members. If there are unique circumstances associated with a conference, please describe them as well.  
 SHAPE  \* MERGEFORMAT 



Do you offer sponsorships for individual meetings? If so, please describe the sponsorship levels and costs for meetings:  
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No
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Do you have a meeting/event photo gallery? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
   No

eCommerce
Please note that not all StarChapter packages are eligible for e-commerce.
Please identify the functionality you want to apply to your website:

Would you like to seamlessly integrate the website to accept credit card payments?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

Do you have a payment gateway and/or merchant account?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No 

Do you use an alternative method to process payments, like PayPal?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

Please note that for many payment gateways / merchant accounts, you must provide a copy of your 501c non-profit certification. If you cannot provide this, some require you to sign a personal guarantee.

If you will be accepting credit cards online, please describe your refund policy for donations/dues/registrations. This is part of PCI compliance. Learn more here: http://kb.starchapter.com/video/postPCIinfo.mp4 
 SHAPE  \* MERGEFORMAT 



Will you be shipping any products? 

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
If so, please describe your shipping policy.  

 SHAPE  \* MERGEFORMAT 



Please be aware that the organization's mailing address and phone number must be displayed on the contact page for PCI compliance. Please indicate below which phone number and address should be used.
 SHAPE  \* MERGEFORMAT 



Communication

Please identify the functionality you want to apply to your website:

Please list any communication groups (such as committees) your chapter wishes to target for mailings.  
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Do you have e-mail accounts on your chapter's domain?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

If so, are these accounts POP3 e-mails (with inboxes), or forwarders?
 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
   No

Do you plan to use addresses that end in your chapter’s domain name? 

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No 

Do you want to bring previous newsletters to the new website?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No 

Will you sometimes post events hosted by other organizations?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

Will you be utilizing a blog? 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
Content Management

StarChapter migrates content from your current website into the new system based upon what is available to general visitors. If you have content that is out of date, only accessible with a password, or new content that needs to be added, please describe the circumstances below.

 SHAPE  \* MERGEFORMAT 



Will you allow classifieds/job listing to be submitted by members? All classified ads are subject to board approval before posting. 
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

Will you allow classifieds/job listing to be submitted by non-members?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
Sponsors

Please identify the functionality you want to apply to your website:

Would you like to sell sponsorships or advertising space on your site?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

Where do you foresee placing ads?



Domain Name and DNS

Do you have a domain name for your web site?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

Do you have the login information to manage your domain name information?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No

If not, can you contact the person who registered your domain?
 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
  No
Additional Functionality

Please identify additional functionality missing that is necessary for your website:

 SHAPE  \* MERGEFORMAT 



Thank you for taking the time to complete this project worksheet. This will help us focus the kick-off meeting on what is important to you.
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