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 Project Planner


Thank you for your interest. Let’s get started.

This project planner has been broken into four categories. 

· Brand Identity Projects 

· Web Projects
· Graphic Design Projects (for print jobs that aren’t necessarily a “Brand” projects, like one-off brochures, datasheets, trade show signage, etc.)

· Presentation Design Projects (includes template design and individual presentation design using PowerPoint or Apple Keynote)

Please fill out the category that best fits your job. When you’re done filling out the planner please save (please leave the “.doc” file extension in tact) and email to projects@markvincent.net.

Brand Identity Projects

Contact Information

Your name:

First and last name please

Your title:

Answer here.

Company name:

Answer here.

Company address (Do you work on site or remotely?):

Answer here.

Email:

Answer here.

Phone:

xxx-xxx-xxxx ext.xx

Who would be involved in the project?
Answer here.

Project Information
Is this project a “Rush” job? Generally a proposal will take a week to ten days. Please let us know if you need a proposal quicker than that. If the project needs to started immediately, please call 508-655-8338.
Answer here.

How did you hear about Mark Vincent?
Answer here.
Is your company looking to redesign an existing brand identity?

Answer here.

If yes, what are some of the reasons why you want to redesign?

Answer here.

If no, tell us more about the current state of your corporate marketing and communication materials?

Answer here.

Would you like us to work on a project within your established brand and not necessarily rebrand the company? (Please proceed to the Graphic Design Projects category for more detailed questions about one-off graphic design jobs.) 

Answer here.

Often times we receive requests to make improvements to an existing brand. We call it a “brand refresh”. Reasons for this vary from budget restraints to time line issues and beyond. Please describe what parts or your brand you would like to see improved.

Answer here.

Who is your primary audience? Secondary audience?

Answer here.

Using adjectives and short phrases, describe the site’s desired look and feel? (“Clean, easy to look at, edgy, classic, modern, contemporary, traditional, white space, etc.)

Answer here.

How long has your company been in business?

Answer here.

Please briefly describe the brand attributes you would like your company’s brand to evoke. (i.e. caring, honest, humorous, smart, efficient, reliable, sophisticated, etc.)

Answer here.

Please briefly describe the emotion you would like the design of your brand to convey (i.e. warmth, excitement, peaceful, etc.)

Answer here.

What are some of the reasons why you want to redesign your brand?

Answer here.

Will the new brand require a redesign of your Web site? (If yes, please fill out the “Web Projects” portion of the Project Planner as well.)

Answer here.

Did we miss anything? Use this area to elaborate as much as you’d like.

Answer here.

Please share with us your budget for this project. (We understand you may not want to reveal your budget but doing so will greatly reduce guesswork which can lead to both parties spending significant time and resources.)

Answer here.

Thank you for taking the time to fill out this form. If complete, please save the document as (your company name).doc replacing the (your company name) with your company’s name and email to projects@markvincent.net. Proposals generally take a week to ten days. 
Web Projects

Contact Information

Your name:

First and last name please

Your title:

Answer here.

Company name:

Answer here.

Company address (Also, do you work on site or remotely?):

Answer here.

Email:

Answer here.

Phone:

xxx-xxx-xxxx

Who would be involved in the project?
Answer here.

Project Information
Is this project a “Rush” job? Generally a proposal will take a week to ten days. Please let us know if you need a proposal quicker than that. If the project needs to started immediately, please call 508-655-8338.
Answer here.

How did you hear about Mark Vincent?
Answer here.
Is this a redesign of an existing site or a completely new site? (If it’s a redesign please provide the url.)

Answer here.

What product, service, event, or other will this Web site promote?

Answer here.

Tell us a little about your company, product, service or organization.

Answer here.

What technologies are desired? (e-commerce, blog, flash, content management system [CMS], e-newsletter, email campaign, search engine optimization [SEO], forms, streaming video/audio, etc.)

Answer here.

Who are your 3 of your main competitors and what do you think their sites do well,  and not so well?

Answer here.

How is your company/site different from your competition?

Answer here.
Which sites do you think are the best of the best? (Not necessarily competitors, just sites you think are great.)

Answer here.

Which sites do you think are the worst? (Not necessarily competitors, just sites you think are really bad or you just plain dislike.)

Answer here.
Who is your primary audience? Secondary audience?

Answer here.

Which general demographic do you want to attract to your site and what are their needs?

Answer here.

What action do you want them to perform once on your website? (Register for an account, view a portfolio, make a donation, buy a product, etc.)

Answer here.

What does your current site fail at? What needs to be fixed?

Answer here.

What does your current site fail at? What needs to be fixed?

Answer here.

Does the content (copy) for the site need to be written? 

Answer here.

If yes, how will it be provided? (i.e. Word file, needs to be extracted from our current site or from a pdf file)

Answer here.

If no, do you need us to provide writing/editing services?

Answer here.

Did we miss anything? Use this area to elaborate as much as you’d like.

Answer here.

Did we miss anything? Use this area to elaborate as much as you’d like.

Answer here.

Please share with us your budget for this project. (We understand you may not want to reveal your budget but doing so will greatly reduce guesswork which can lead to both parties spending significant time and resources.)

Answer here.

Thank you for taking the time to fill out this form. If complete, please save the document as (your company name).doc replacing the (your company name) with your company’s name and email to projects@markvincent.net. Proposals generally take a week to ten days. 
Graphic Design Projects

Contact Information

Your name:

First and last name please

Your title:

Answer here.

Company name:

Answer here.

Company address (Also, do you work on site or remotely?):

Answer here.

Email:

Answer here.

Phone:

xxx-xxx-xxxx

Who would be involved in the project?
Answer here.

Project Information
Is this project a “Rush” job? Generally a proposal will take a week to ten days. Please let us know if you need a proposal quicker than that. If the project needs to started immediately, please call 508-655-8338.
Answer here.

How did you hear about Mark Vincent?
Answer here.
Is this a print project? (i.e. brochure, datasheet, whitepaper, newsletter, sign)

Answer here.

Is this a Web project? (i.e. banner, diagram, splash page, animation [Flash, gif])

Answer here.

Is this a Logo design project? (This usually falls into the Brand Identity Projects category but we also design one-off logos)

Answer here.

Does the design need to fit in with an existing corporate brand?

Answer here.

Who is the target audience for this project?

Answer here.

Will this project be mailed?
Answer here.

Is this an advertisement? If yes, please let us know what type of media it will run in.
Answer here.

Did we miss anything? Use this area to elaborate as much as you’d like.

Answer here.

Did we miss anything? Use this area to elaborate as much as you’d like.

Answer here.

Please share with us your budget for this project. (We understand you may not want to reveal your budget but doing so will greatly reduce guesswork which can lead to both parties spending significant time and resources.)

Answer here.

Thank you for taking the time to fill out this form. If complete, please save the document as (your company name).doc replacing the (your company name) with your company’s name and email to projects@markvincent.net. Proposals generally take a week to ten days. 
Presentation Design Projects

Contact Information

Your name:

First and last name please

Your title:

Answer here.

Company name:

Answer here.

Company address (Also, do you work on site or remotely?):

Answer here.

Email:

Answer here.

Phone:

xxx-xxx-xxxx

Who would be involved in the project?
Answer here.

Project Information
Is this project a “Rush” job? Generally a proposal will take a week to ten days. Please let us know if you need a proposal quicker than that. If the project needs to started immediately, please call 508-655-8338.
Answer here.

How did you hear about Mark Vincent?
Answer here.
Is this a new presentation or a revise of an existing presentation?

Answer here.

If it’s an existing presentation, how many slides are in it?

Answer here.

If it’s an existing presentation, does it include graphics?

Answer here.

If yes, were the graphics created using the presentation software or using a separate design program? (i.e. Illustrator, Photoshop, Paint, etc.)

Answer here.

Do you require custom graphics other than photos? (i.e. custom charts, diagrams, tables, backgrounds, etc.) If yes, please describe.

Answer here.

Are you working from a template?

Answer here.

Do you need a template created?

Answer here.

Do you use PowerPoint? Which version (PC or Mac based)?

Answer here.

Do you use Apple Keynote? Which version?

Answer here.

Do you require animated transitions other than basic text animations? (Some slides have no animations yet others have dozens and dozens. So it is important for us to know if there are any areas of the presentation that need to illustrate a complex concept.)

Answer here.

Where will you be presenting generally and what hardware do you present on? (i.e. In a small conference room using just my laptop screen. In a large hall using professional projectors. Something inbetween.)

Answer here.

Do you need on-site assistance with your presentation? (We offer our services on-site for set-up, running a choreographed live presentation, etc.)

Answer here.

Do you have a speech? Do you need help writing a speech?

Answer here.

Do you require a teleprompter? 

Answer here.

Please share with us your budget for this project. (We understand you may not want to reveal your budget but doing so will greatly reduce guesswork which can lead to both parties spending significant time and resources.)

Answer here.

Thank you for taking the time to fill out this form. If complete, please save the document as (your company name).doc replacing the (your company name) with your company’s name and email to projects@markvincent.net. Proposals generally take a week to ten days. 
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