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                   Services Quote Worksheet

This worksheet is designed to facilitate an estimate and consultation regarding your project.  It provides a means for you to clearly develop and communicate the content and functionality required and specifications for print materials. This completed worksheet will be used to provide a Price Quote valid for 60 days.
                                                      (((((((((((((((((((((((((((((((((
	Organization:
	     
	Contact:
	     

	Street Address:
	     

	City:
	     
	State:   
	Zip:
	     

	Phone:
	     
	Fax:
	     
	Email:
	     



Please provide a brief description of your business or organization:      
How soon you anticipate starting this project?   FORMCHECKBOX 
 ASAP     FORMCHECKBOX 
 Within 30 days     FORMCHECKBOX 
 60 days     FORMCHECKBOX 
 90 days or more


This project is for what type of organization:

	 FORMCHECKBOX 
 Small Business- Products
	 FORMCHECKBOX 
 Corporation - Products
	 FORMCHECKBOX 
 Non-Profit Group

	 FORMCHECKBOX 
 Small Business - Services
	 FORMCHECKBOX 
 Corporation - Services
	 FORMCHECKBOX 
 Government (any)

	 FORMCHECKBOX 
 Private Individual
	 FORMCHECKBOX 
 Membership Organization 
	 FORMCHECKBOX 
 Educational Institution


Your target audience for the material will be: (please rank in order of significance)
	 FORMCHECKBOX 
 Private Individuals
	 FORMCHECKBOX 
 Businesses
	 FORMCHECKBOX 
 Specific Profession 

	 FORMCHECKBOX 
 Consumers
	 FORMCHECKBOX 
 Corporate Employees
	 FORMCHECKBOX 
 Specific Industry

	 FORMCHECKBOX 
 Faculty
	 FORMCHECKBOX 
 Students
	 FORMCHECKBOX 
 Members


What are your Company colors?   Primary:            Secondary:            Accents:      
Do you have a company logo?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No    
Your slogan/tagline:      
Format of your logo file?    FORMCHECKBOX 
 Clipart           FORMCHECKBOX 
 .jpg / .gif / .png / .bmp        FORMCHECKBOX 
 .tiff /.eps /.psd /.ai 
I.  Graphic Design & Multimedia
LOGO CREATION: 




 FORMCHECKBOX 
 Prepare Files for Print      FORMCHECKBOX 
 Create for Digital Use
 FORMCHECKBOX 
 Create logo in place of clipart / current imagery in use



 FORMCHECKBOX 
 Create logo from concept provided by you (i.e. hand holding a pen)

 FORMCHECKBOX 
 Create from company name text / acronym: 

     
MARKETING MATERIALS:         FORMCHECKBOX 
 traditional/corp.     FORMCHECKBOX 
 contemporary      FORMCHECKBOX 
 artsy/creative     FORMCHECKBOX 
 jazzy/sophisticated
	
	Design Item
	Setup files for Print
	Complete for Digital Use
	Create Custom Template

	 FORMCHECKBOX 

	Business Cards (4 color)
	 FORMCHECKBOX 
 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Postcard / Mailer  size:         
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Brochure               size:         #pgs   
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Sales Sheets (8.5 x 11)            #   
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Letterhead Set
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Newsletter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Images to be used in mktg. materials: (print items must use high resolution graphics min. 150 - 300 - 600 dpi)
 FORMCHECKBOX 
 I will provide them    
     FORMCHECKBOX 
 I will provide some specific images but not all
         FORMCHECKBOX 
 Use stock images


MULTIMEDIA PRESNTATIONS:            FORMCHECKBOX 
 with music      FORMCHECKBOX 
 with narration  
	
	Design Item
	For Live Presentation
	Setup to Run from Disk
	Setup to Run from Web

	 FORMCHECKBOX 

	PowerPoint Presentation #slides   
	 FORMCHECKBOX 
 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Prod/Srvcs Presentation  size:         
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Demo / Tutorial   size:         #pgs   
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Portfolio             #   
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Video Clips/ Sampler
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Audio Clips/ Sampler
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Images to be used in presentation: (can be low resolution graphics 72 - 150 dpi)
 FORMCHECKBOX 
 I will provide them
 FORMCHECKBOX 
 I will provide some specific images
 FORMCHECKBOX 
 Use stock images

II.  Content & Consulting
 FORMCHECKBOX 
 Review of content with feedback/suggestions 
#pgs       Reason & Use:   
 FORMCHECKBOX 
 Minor rewrite of existing content

#pgs       Reason & Use:   
 FORMCHECKBOX 
 Major/Total rewrite of existing content

#pgs       Reason & Use:   
 FORMCHECKBOX 
 Create new content



#pgs       Reason & Use:   
 FORMCHECKBOX 
 Website Content Plan



Purpose:   
 FORMCHECKBOX 
 Newsletter Content Plan


Purpose:   
 FORMCHECKBOX 
 Proposal / Presentation Development

#pgs       Reason & Use:   
CONSULTING:  
 FORMCHECKBOX 
 Concept Development
 / Branding Strategy   (company/product naming, tagline, logo concept, style sheets, etc.)
 FORMCHECKBOX 
 Niche Positioning & Targeted Selling Points   (target audience, product/service benefits, competitive positioning)
 FORMCHECKBOX 
 Sales Building
/ Marketing Plan
(list building, marketing activities, referral/lead generation programs, etc.)
 FORMCHECKBOX 
 Business Development
 (pricing, services, product strategy)
III.  Details Needed for Quote
Provide specific sizes, number of items/pages, duration of clips, instructions or requirements for all items or options to be quoted and background/details for consulting needs.
Please be as specific and descriptive as possible, we must be able to develop a quote and creative options for you! 
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