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WORKFLOW 
 
Every project, whether design, web, or writing-oriented, is unique. Some are quick and dirty, others need plenty of prep and discussion time before we 
plunge in. Which is yours? 
 
Minimal: Some projects are revisions of existing styles, or are based on templates or materials, so we’ll discuss what you need and go from there. 
Estimates will be pretty easy and determined upon what pieces you already bring to the table – your own art, templates, pre-edited text, logos, and/or a 
choice of one of our templates.  
 
Complex: These projects  - usually brand-new pieces or multi-component campaigns, will need some chat time so we can define what you need & want, 
and what will grab your audience.  With that in mind,  StudioB employs some standards before we ever offer an estimate, since off-the-cuff guesstimates 
without a full picture would land us both in the doghouse. We’re partners, so our job is to get at the nubbins of what will create a successful project for you 
and a reasonable, effective, and modestly-priced timeline for us both.  
 
Overall process: To varying degrees, we work within the following parameters. Some projects may have only one milestone before revision, others might 
have two or three. The effectiveness of our teamwork will be much dependent on you selecting one final decision-maker so that we can seamlessly review 
and revise drafts under schedule & below budget. 
 

Project Process 
Initial Meeting – you lay it all on us. 
Proposal – We let you know if we got it. 
Project Award/sign-off + 1/3 advance fee – We get started with the work 
of scoping and planning the actual project.  
• Agreement/responsibilities signature 
• Project scope/risk management consideration 
• Projected timeline sign-off 
• Team creation – your folks and ours. 

Research & materials – where we gather all components for the product. 
Prototype/concept milestone/sign-off + 1/3 of remaining fee 
• Flesh out prototype/concept 

Beta/semi-final draft milestone/sign-off + 1/3 of remaining fee 
• Revisions/clean-up 

Project finalization:  
• Web 

• Testing - internal 
• Upload 
• Testing - external 

• Print 
• Transfer to print vendor 
• Bluelines 
• Press check 

• Both – audience surveys if necessary 
Launch/Distribution milestone/sign-off + 1/3 remaining fee invoice 
Close, archive, and celebrate!! 


	GREETINGS - WRITING
	Project:  ProjectName
	Date:  TodayDate
	Client:  Client/Company
	Agency: Bast Media, Inc., L.J. Bothell
	Contact:  ClientName
	Notes:  
	Good day! I’m LJ, and I have several years of writing/editing experience in corporate and nonprofit areas plus in independent publishing. I currently freelance nonfiction and have several dozen publication credits. There are a number of questions (word count, #of business subject pages, writer’s research, your timeline, etc.) that need to be clarified, but generally speaking, $20/ 500 wd page/business topic is a good starting bid. Thank you, and best wishes!
	Cordially,
	L.J. Bothell
	Principal
	GREETINGS - PROJECT

	Project:  ProjectName
	Date:  TodayDate
	Client:  Client/Company
	Agency: Bast Media, Inc., L.J. Bothell
	Contact:  ClientName
	Notes:  
	Good day! I’d like to work with you on the __________ project you listed on ___________ at ____________. Enclosed, please find my qualifications. My experience can add value to your project:
	I'd like the chance to discuss your company’s goals and look forward to hearing from you soon. You may reach me at 206.271.9634 or at lbothell@att.net. Thank you, and best wishes!
	Cordially,
	L.J. Bothell
	Principal
	GREETINGS - DESIGN

	Project:  ProjectName
	Date:  TodayDate
	Client:  Client/Company
	Agency: Bast Media, Inc., L.J. Bothell
	Contact:  ClientName
	Notes:  
	I respectfully submit this query to the ____________ in response to the ______ notice you listed for the __________ project.
	I have a clear objective of helping my clients reach their communication goals by empowering them to present dynamic, timely and informative content through print and web mediums. I act as your collaborative partner to develop and integrate creative and innovative marketing communication and promotion solutions.
	I pride myself on just plain going in and getting the job done. Together, we frontload your project parameters, set up clear communications, and exceed your expectations. My job is to help your marketing, promotion, and communication efforts succeed. The first time.
	As I understand from your project notice, you need:
	I have experience in ___________________ that will help you get your project done fast, right, and inexpensively.  My style is simple: we talk, determine what you need and when you need it, and set up a creative, efficient, and low-stress process to get your project done. We sign a simple agreement and get moving so we can complete your project fast.
	My pricing structure is equally simple: I charge $_____ hourly, with a _____ hour minimum, and 1/3 of the fee is paid upfront. I have a first-time client / nonprofit discount of _____%, and a ____% discount for remaining fees paid in full within 10 business days of project delivery.
	I firmly believe that my relationship with my partners must be enjoyable, effortless, and efficient in order for you to achieve the best communication and design solutions for your specific needs. Please let me know how I can assist you with your project.
	Cordially,
	L.J. Bothell
	Principal
	WORKFLOW
	Project Process
	BASIC CLIENT SURVEY    Date: _____________  Company Name: ___________________ Partner Name/Phone: _____________________ 
	Project Prep
	Brainstorming

	RATE/SERVICE SHEET
	Template Business Packages – you choose one of our styles & provide logo/ final edited info & images

	PACKAGE – WEBSITE 
	PACKAGE – BUSINESS PACKAGE 
	PACKAGE - LOGO 
	PACKAGE – WEBSITE FLASH INTRO
	PACKAGE - PRODUCT PACKAGING DESIGN 
	PACKAGE - DOCUMENT/BOOK EDITING 



	Document/Book Editing 
	Cost: $600.00 
	Time: Delivered in 3 weeks 
	 Category: Writing / Editing / Translation >> Book Writing/Editing 
	Industry: Media, Advertising, Publishing, Entertainment 
	  Package Details: 
	WriteRight will copyedit up to 50 pages of text in 3 weeks.  For $600, you will receive: 
	:: Detailed document text and structural review 
	:: Language refinement 
	:: Detailed comments on each page 
	:: An overall document summary 
	:: Electronic line editing also available 
	Additional packages are available, including: 
	:: Our "proofread only" service - $300/50 pages. 
	Delivery by Work Room, email, or DVD at no extra charge.  Additional delivery methods are available, and pricing will be added to package. 
	We can tailor a package to meet your needs.  Contact us! 
	PACKAGE – AD CONCEPT 

	Ad Concept 
	Cost: $2,000.00 
	Time: Delivered in 4 weeks 
	 Category: Marketing / Advertising / Sales / PR >> Advertising Concepts 
	Industry: Consumer Goods, Consumer Services 
	  Package Details: 
	Start your new ad campaign with MarketTable.  For $2,000, we provide the following services: 
	- Product research 
	- Market research 
	- Focus Groups 
	- Brainstorming 
	- 5 concepts to client 
	- Final concept to client 
	Don't need all this?  All of our services can be purchased a-la-carte. 
	Contact MarketTable for pricing today!  
	PUBLISHING
	SAMPLE AGREEMENT 
	Project Setup/Advance  1/3 scoped fee (acts as closure fee)       
	Milestones (Concept, Beta, etc.)   1/3 of remainder before next step
	Completion 1/3 of remainder, 10 days net
	CAPABILITIES 
	TOOLKIT  
	EXPERIENCE 






