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 YOUR WEBSITE  MUST HAVE

STRUCTURAL ELEMENTS
EASY NAVIGATION

Navigation should be simple. Full stop. If you have a 
huge site, use a drop down menu and come up with 
no more than 3-4 subcategories under an 
encompassing “Products” or “Services” main category. Then also include your About and Contact pages. This keeps your main navigation 
clean while still directing your visitors. If your site is massive you’re going to need to drive people to your search function anyway, so 
navigation becomes more of an advocate for your latest and greatest stu� and not a listing of everything in your site. You should have 
interior pages in each section that guide visitors to more information, but keep it out of your menus.

SEARCH FUNCTION
Even small sites should have a search function. Small sites can grow, and big sites 
should rely heavily on search. Customers want to find what they need in seconds, and 
search is often far faster than trying to figure out a menu structure. Knowledgebase sites (like tech support sites) now mostly use 
search for help instead of categories for this reason. And what is a website after all except a mini-knowledgebase site?
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E-MAIL LIST SIGN-UP FORM

Just set it up, even if you don’t have any intention of sending out a 
newsletter. If you’re new to the market your chances of signing people up 
will be small, and that’s okay, but the reason for setting one up early is 
because you never know when something is going to take o�. Once you do 
find success with a product or service you want this already in place! If you 
don’t want to pay for an e-mail service like Constant Contact or AWeber, 
that’s okay – use the same type of form you setup for your Contact page, and have it email you the email address. Store it in an 
Excel spreadsheet (or Google Sheets) for later until you DO decide to do something with your list. Not a Word document, but a 
spreadsheet – importing data out of a Word document can be tricky.
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CONTACT FORM

You must have a contact form, and yes you will get occasional spam from it. Past clients lose e-mail 
addresses. Future clients want to communicate with you and then move on. You can add what’s 
called “Recaptcha” to your form and that will eliminate a huge amount of potential spam, but 
occasionally you will still get ads/sketchy e-mails. The tradeo� for the good e-mails though is 
completely worth it.
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CONTEXTUAL ELEMENTS
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HEADER WITH LOGO OR COMPANY NAME, PHONE, SEARCH FIELD AND SOCIAL MEDIA ICONS
We stopped publishing 
our phone number on our 
site due to a ridiculous 
amount of foreign B2B calls, so it’s hard to advocate this one to other businesses, but I will say if you’re a brick and mortar 
company, I’m sorry but you’re stuck with it. If you get customers on site they need to reach a main number. However for the rest of 
the items, there’s no wiggle room - you need to have these in the header of your webpage so the content is easily accessible on 
every page by default. 
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Logo

7 MUST HAVE PAGES: ABOUT US AND CONTACT US
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These are two pages every site must have because they a) tell the visitor who they 
are doing business with, and b) make it insanely easy for them to contact you. The 
About Us page must be made personal – even if you’re a big company either write 
a history on the team(s) or about the founder. The Contact Us page must have 
every way the user can contact you – your physical address, Google Maps, social 
media platforms, a contact form, and phone numbers. The only thing you should 
leave o� are e-mail addresses, because spam crawlers will pick them up.

SIMPLE COLOR SCHEME

9 BREAK IT DOWN

FOOTER WITH BASIC CONTACT INFORMATION AND 
MAJOR/POPULAR LINKS INCLUDING SOCIAL MEDIA ICONS

Nowhere near as important as the header, but aside from aesthetics there are surfers who 
will scroll to the bottom of a webpage first to get to contact information. It’s like the default 
business card area of a website. Put your high tra�c content short links here plus your 
physical address and links to places they can reach you – including your Contact page.

Colors shouldn’t be over the top, and should have a decent amount of contrast. You may not need your site to 
be 508 compliant, but no one likes to read over loud colors or faded light colors. Remember, websites are 
meant to be information pushers, not show stoppers. Choose colors that compliment your industry, but don’t 
go over the top. You only want enough colors to maintain a sense of continuity throughout the site.

Keep your pages short. Break your content down into small, manageable chunks with headlines, sub-headers, 
lists, and visuals. It’s truly okay to have multiple clicks to navigate a user to more content. It keeps them 
engaged. Keep your leading blurbs to 2-3 sentences, and write your informational pages like blog posts.

When you’re setting up a lead page (sales page), it’s important to convey your message as simple as 
possible. Break it down yes, but also engage the use of visuals to make your point – infographics, related 
icons, charts, photos that your audience could relate to. The visuals paired with text that can be scanned in 
just a few seconds helps a user decide if they’re staying or going. If you haven’t overloaded them with text, 
the perceived result for the user is less work to find what they need.

ABOUT US

INFOGRAPHIc

SERVICES OR PRODUCTS MUST INCLUDE VISUALS AND SCAN-ABLE TEXT
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