Work Order

Project:
Premiere Sponsorship Packet

Scope:

Create a sponsorship packet to give to potential premiere sponsors.  Three levels of sponsorship (level names to be determined).  Benefits of sponsorship TBD in Staff Meeting on Friday, Jan. 29th.

You will provide:

a project manager that lead designer will coordinate with for all words (henceforth copy).

all copy for project.

graphic asset clarity (create from scratch or use provided).

a clear target audience (who, where, when).

a clear set of goals to accomplish with this document (what, how, why).

a clear set of final document specifications.

a leading constraint (quality, money or time).

I will provide:

a lead designer.

technical support to send graphics to designer.

graphic asset creation, if needed.

the design aesthetic based on goals, audience, document specifications and copy.

the best product for your money based on the leading constraint.

We will need to have 3 phone conversations to complete this project.

The initial conversation will provide clarity on the leading constraint, audience, goals, document specifications and graphic asset creation.  Copy will be sent by project manager to lead designer after this conversation.  Graphic assets will be sent or created after this conversation.

Conversation #2 will be after the initial design is created and copy has been sent.  This conversation will work best after a directorial review.  It will cover the need for section changes, copy updates and graphic updates.

Conversation #3 will cover final tweaks of copy and graphic.  Final version of product will be sent within three days of this conversation.

Depending on the size of project conversations one & two should happen within a week to three weeks of each other.  If these conversations don't occur the project can't be guaranteed to be completed within specified deadlines.

