Client: Project:

USABILITY PREP

Project definition Site Concept:
e ID Audiences (3+)
o0 Target Audience
Purpose of site / goal
Product / Market
Info to include
Tech needed

Comprehension/language
Consumption
o0 Possible navigation

oO|0o|O0|O|O|O

e Info Needed = Main Nav
e Tasklist = Sub Nav
e Card survey

¢ Navigation/Usage survey
(18-20 questions max, consistent style,
targeted/reasonable)

Organization

e  Workflow / Flowchart

e Choose patterns
Mock-Up — High Fidelity
Final Presentation

e Electronic

e Print

L.i. bothell / bast media, inc. - libdesianer@studiobast.com




	PROJECT SUMMARY 
	Project:  
	Date:  
	Client:  
	Agency: Bast Media, Inc., UBI – 601.72.0681
	Contact:  
	Notes:  
	Responsibility: Sponsor / instructions & materials / draft review / final approval
	BASIC CLIENT SURVEY    Date:         Client:      Partner: 
	Project Prep
	Brainstorming
	CHARTER
	STATEMENT OF WORK / PROJECT SCOPE 



	Project Name: 
	Project Sponsor: 
	Project Definitions
	Requirements for Phase 1
	Major Deliverables/Key Events Anticipated 
	Risks and Concerns
	Project Completion Criteria
	RESPONSIBILITY MATRIX 
	WORK BREAKDOWN / CONTROL SHEET
	PROJECT OVERVIEW
	STATUS REPORT – Week of _________
	ISSUES LOG / SOLUTIONS

	Issue 
	USABILITY PREP

	Usability Steps
	PROJECT AGREEMENT 
	Project Setup/Advance  1/2 scoped fee (acts as closure fee)       
	Completion  Remainder of fee, 10 days net
	PROJECT RESPONSIBILITIES 
	PROJECT INITIATION 



	Date:
	TodayDate
	Project:
	ProjectName
	Contact:
	ClientContact of Client/Company
	I respectfully submit this invoice to ClientContact for milestone / completion of ProjectName.
	Details: As we discussed, I charge $______ hourly, and 1/2 of the fee is paid upfront. 
	For this portion of the project, I estimate the ProjectName will take about ___________, including _________________.  This is assuming that I have access to ________________, easy log-in capability, and quick turnaround/limited revisions on all proofs I send you. 
	As a result, here’s my fee estimate:
	As soon as I receive the advance, the signed project agreement, and the resources I have requested, I’ll be able to start work on this project. I’ll keep in frequent e-mail contact, and will ask for resources and info when needed.
	I can be reached at by e-mail at designer@studiobast.com, and 206.271.9634.
	Cordially, 
	L.J. Bothell
	Principal
	206.271.9634
	PROJECT INVOICE 

	Date:
	Project:
	ProjectName
	Contact:
	ClientContact of Client/Company
	I respectfully submit this invoice to ClientContact for completion of ProjectName.
	Details: As we discussed, I charge $______ hourly, and 1/2 of the fee was paid in advance. 
	For completion of the project, amount owing is: 
	I’ve really enjoyed working with you on this, and hope you’ll consider me for future opportunities (ljbdesigner@studiobast.com or 206.271.9634).
	Cordially,
	L.J. Bothell
	Principal



