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My Process
Welcoming someone new into your team is not always easy. I
strive to make the design process as easy and transparent as
possible (hence this spiffy document).

My process balances business
strategy, research, and design to
tell the story of what you do with
precision and authenticity.

I am here to help create an original brand experience that
maximizes your lead potential, grows your following, increases
sales, and cures baldness. (ok, maybe not that very last one.)
Together, we are a complete team. You with your industry
experience and understanding of your clients, and me with my
blend of design, development, and digital marketing expertise.
Let’s get started!
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No 1.
Without taking
the time to go
deeper, it’s
difficult to figure
out the technical
and strategic
scope of the
project. This
is how quotes
are underbid
and “hidden
costs” appear
as the project
progresses.

No 1.5
The diagnostic
also allows us
to get a feel for
working together
before we commit
to a contract.
All of my clients
I’ve prescribed
this to have
found this step
to be invaluable
to our working
relationship.

Free Discovery Call
Once you reach out to me through my Contact Paige, I will schedule a
30-minute call to chat about your business and what it will take to bring your
vision to life. This conversation will probably reveal some ideas or challenges
you haven’t considered yet. You will have the opportunity to ask questions,
explore my process, dream big, and then take a step back to discuss in more
depth with your team if necessary.
If you like what you hear and think we’ll be a good match, it’s time talk turkey.
This second conversation is a more intense Q&A with your team to unveil
the nitty-gritty details of your project and come up with a tailored solution
and a specific quote + timeline.

D i a g n o s t i c - Y o u r S t r at e g i c C o n s u ltat i o n
For larger or more involved projects I will often recommend a Diagnostic.
A Diagnostic is a strategic consulting session where I take a closer look
at your business needs in order to offer a more comprehensive solution.
You will gain a professional, in-depth assessment of your problem, and
a prescribed treatment plan that strategically addresses your business
problem including ways to avoid any potential risks and unnecessary costs.
The last thing you want is to spend a bunch of money to work on the wrong
thing—but it happens all the time. At the end of our session, you can take
what you’ve learned (and the strategy I’ve given you) to someone else who
can implement it — or, I can execute the work myself.
Starting at $1,200. Pricing may vary by project size.
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No 2.
Everything
is negotiable,
so if you need
additional
features
or think of
something
else you want
included, don’t
hesitate to
reach out!

P r o p o s a l , C o n t r a c t, & D e p o s i t
I will provide a customized proposal detailing a few different package options
and price points based on our discussion. The digital proposal will include
all project dates, deliverables, timelines, and any other unique details as it
relates to your project.
If all looks good, you can choose your package, sign our project contract,
and make your initial project booking deposit. All payments can be made
online via Credit Card. You will then receive a project questionnaire and
informational worksheets to be completed before the project start date.

Client Responsibilities
Submit any vacation or out-of-office days that could interfere with the project
schedule. (See Project Timeline - Your Custom Project Schedule section.)
Complete and submit all worksheets and questionnaires before the project
start date.
Begin gathering brand content. This can include mission and vision
statements, images, copy samples, videos, illustrations or graphic elements,
any print and electronic marketing collateral that has been created to date,
etc. Brand Content is to be delivered before the Research Phase begins.

No 3.
Your official
Project
Start Date
is the day
we schedule
our Kickoff
Meeting.

O n b o a r d i n g - K i c k o ff M e e t i n g
Once everything is signed and all deposits have cleared, we will meet (in
person or digitally) for our scheduled Kickoff meeting. This is a 60 minute
follow-up discussion with everyone involved to introduce the teams, assign
roles, review the project schedule, delve into some specific project details,
and break down all work to be completed by your project’s Content Delivery
Date.
This meeting is ideal for asking any questions, reviewing project materials
and worksheets, and bouncing ideas back and forth. We will also discuss the
strategic side of the project before we begin the Design Phase.
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Client Responsibilities
Introduce all decision makers and team members at this meeting. Come
prepared with any questions or ideas you have.
All worksheets and questionnaires must be completed and submitted before
this meeting. Meeting times can be submitted all at once or every 30 days.

No 4.

Research Phase
My team will perform an organization-wide content audit to fully grasp
your existing brand and the various ways in which branding is presented in
different environments to gain a thorough understanding of all touch points
that comprise your end user’s experience.
Additionally, Discovery will be conducted during this phase to explore your
audience, competition, and industry in order to give the project a deeper
context for more effective strategy and design.

Client Responsibilities
Before the start of this phase, you will provide me with any print and
electronic brand or marketing collateral that has been created to date. This
helps tell the story of how your brand has been positioned to your audience,
and how you’ve communicated your message over time.
Content should be submitted via a shared Google Drive or Dropbox folder.
Please refrain from emailing brand assets.
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No 5.
Please keep in
mind that I try
to represent the
most accurate
timeline
possible, and
that it is just an
estimate. Some
projects simply
require more
time for designs
or concepts to
develop. In the
event that more
time creative
time is needed,
I will reach out
to reschedule
our remaining
meetings as
necessary.

Project Phase

Brand Sprint
I will develop messaging concepts to your team, and with your team’s input,
we will collaborate to arrive at the final creative direction for the road ahead.

Essential & Deluxe Packages
My team begins designing creative concepts that expand from the logo to
the entire look and feel of the brand.

All Packages
Presentations are scheduled at the start of the project so you will know
exactly when each meeting and review session will take place. The initial
presentation will be a verbal review of the materials via shared- screen audio
conference. A followup meeting is pre-arranged in the schedule to discuss
feedback in more depth.
A revision schedule is also pre-built into the project based on the package
you’ve selected. Additional revision rounds can be added into the project
schedule before the Project Start Date, but if you would like to add revisions
after the project has started, I can add them into the project schedule under
a separate Statement of Work.

Client Responsibilities
All final decision makers are required to participate in presentations and
feedback meetings order to provide accurate and timely feedback unless
otherwise stated in our contract.
Our concepts are designed to reflect your company’s goals, vision and
brand values. It’s essential that all decision-makers are a part of each review
session, as this decision defines our core brand direction for all design to
follow.
It is usually helpful to have another conversation to walk through any edits
and determine why certain changes need to be made in order to come up
with the best solution for your audience.
Any changes made after approval is given may be added under a separate
SOW. Recommendations will be given if any changes could affect the project
schedule or timeframe for deliverables.
6

No 6.
little note

F i n a l i z at i o n
Break out the bubbly and send out those notifications to your social network.
It’s time to celebrate and spread the word about your new brand!
Once the final payment has been received, I will release all deliverables
through a third party file-sharing service of your choice (Google Drive,
Dropbox, Amazon, OneDrive, etc).

Client Responsibilities
The final payment for the project is due BEFORE the project end date. Please
make the appropriate arrangements to ensure your payment is submitted on
time.

No 7.
little note

C o n t i n u i t y - Off b o a r d i n g
Now that your brand foundation or identity is updated, our next goal is brand
equity and continuity. My team will produce impactful branded collateral
(digital + print) to strengthen your message and leave a lasting impression
with your audience.

Client Responsibilities
After identifying where a customer’s journey can be strengthened, we’ll work
together to create consistency wherever your audience is experiencing your
brand through marketing collateral, print material or for internal purposes.
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Branding Packages

1.
2.
3.

B r a n d Sp r i n t
Develop a solid foundation and core messaging
for your brand.

Essential Graphics Kt
Great for individuals or businesses needing the
basic visual pack to get started.

D e lu x e G r a p h i c s K t
Ideal for expanding your brand visuals beyond
your logo and business cards.
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Brand Sprint

8
weeks

If you want to increase your sales, gain better leads, and grow your following, you cannot
afford to skip this crucial step. This sprint will determine how to strategically present
your brand to attract your ideal clients before reaching the design phase.
With this package you will gain clarity in your business, create the foundation for every
interaction with your audience, establish your brand story, and learn how to become an
unforgettable brand presence.
from $4,500

What You’ll Get:
(2) Strategy Sessions

Audience Profiles

Mission Statement

Marketing Keywords

Brand Keywords

Marketing Copy Samples

Positioning Strategy

Mood Board
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Essential Graphics Kit

9
weeks

Make your first impression unforgettable with stunning designs that stop your audience
in their tracks. I merge brand strategy with best practices in design to create something
one-of-a-kind for your business.
This package provides you with the most important brand basics to help grow your
business with consistency and confidence, maintain a professional appearance across
all marketing channels, develop a look specifically targeted towards your audience, and
stand out from your competition in the best way possible.
from $4,500

What You’ll Get:
Primary Logo

Logo Variation

(2) revision rounds

Color palette

Custom brand Icon

Pattern or texture

Business Card Design

Brand Style Guide
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Deluxe Graphics Kit

10-12
weeks

Maximize your lead potential with brand collateral that reaches your audience from
multiple platforms. Invest in a better creative experience with an upscale design
package serving up your choice of content.
Give your business the luxe treatment with a package that helps support your marketing
efforts on multiple platforms, gain a wider brand exposure through diverse collateral
items, maintain a professional appearance across all marketing channels, and create a
meaningful impression on your audience.
from $6,200

What You’ll Get:
E v e r y t h i n g i n t h e E s s e n t i a l s Pa c k a g e +
1 Additional revision round
1 Additional Logo Variation
Watermark
Multiple Patterns/Textures
Social Media profile logos

+ 2 A L a C a rt e I t e m s o f y o u r c h o i c e
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Additional Services
B u i l d a b e t t e r b u s i n e s s w i t h t h e f o l lo w i n g

Brand Guidelines
An essential set of rules that outlines how your brand works. I create
brand guidelines which typically include rules for logo usage, color palette,
typography, spacing, image style, and more in order to ensure brand
consistency.

Strategy
A well-defined and executed brand strategy affects all aspects of a business
and is directly connected to consumer needs, emotions, and competitive
environments. I will help set or achieve goals based on your business needs
with any of the following services:
SEO Services

Content Marketing

Copywriting

Content Strategy

Social Media Marketing

Brand Strategy

Social Media Strategy

Website Management

Web & Print Services
Your brand must leave a consistent and lasting impression. I design web
and printed collateral such as corporate brochures, packaging, trade show
displays, as well as a variety of marketing material and promotional products.
Pick something you like A La Carte and feel free to reach out if there’s
something else you need.
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À La Carte Items
Starting at $390 per item

Facebook Ad

Business Card Design

Instagram Add or Story

Rubber Stamp Design

Additional Copy

Postage Stamp Design

Logo revision

Textures

Watermark

PDF Flyer - single page

Branded letterhead

Brochure - single page

Single Page Resume

Icon pack

Post Card

Instagram graphic X2

Note Card

*Book & Ebook Design

Gift Certificate

*Banner Design

Sticker Design

*Coprorate Brochure

Contact Paige

for more details.

* Item not available as part of the Essential or Deluxe package
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Project Timeline

1.

P r o j e c t S c h e d u l e E x a mp l e
Branding Packages can take up to 12 weeks
from start to completion. This timeframe is
completely dependent upon the project scope.
À La Carte items and other design/strategy
services may have added or reduced timeframes
depending on the services included in your
package.

2.

Your Custom Project Schedule
Fine-tune your project schedule down to the day
and meeting time. Nitpicking is not required, but
it IS encouraged until everyone is happy!
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Project Schedule Example
Month 1-Month 2
The schedule below shows examples of meeting times, presentations,
and review periods to give you an idea of the normal project flow
for most brand packages and included services.

1 Project schedule

2
Client submits all
brand worksheets
and questionnaires

Week 1

finalized
MCSA & SOW signed
and returned
1st Payment Due

Project Start Date

Week 2

16

Week 3

Board Selection
Deadline
Client submits any tonal
or visual feedback

Logo Design begins

Moodboard imagery and direction

Final Board
Approval Deadline

revised and finalized for client

M
o
n
t
h
1

26

25

Logo Design Continues
30

2

1

31

Week 5

29

19

18

17

24

23

22
Week 4

12

11

10

Moodboard Options
Presented

15

Logo Design Continues
6

Week 6

5

Logo Options
Presented
Client chooses one
option to refine
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9

8

7

Logo Feedback
Deadline

14

Week 7

12

15

Logo Revisions Continue
20

19
Week 8

5
Design Start Date
Designer begins
moodboard options

Kickoff Meeting

9

8

4

3

Logo Feedback
Deadline

Final Logo
Presentation w/
assets

Final Approval Due

Project Phase

22

21

Designer begins logo
revisions

16
Logo Options
Presented
Client chooses final
option to refine

23

Design collateral
begins

Project Meeting

Client Deadline

Out Of Office, Vacation

M
o
n
t
h
2

Project Schedule Example
Month 3-Month 4

27

28

Week 9

26

29

30

5

6

12

13

Collateral
Presented

3

4

9

10

11

Collateral Feedback
Deadline
Client submits any edits
or changes

W e e k 11

W e e k 10

2

Design Collateral
finalized
Client receives final
preview of all design

17

18

Designs Released to
client

19

20

W e e k 12

16

Final Payment Due

M
o
n
t
h
3

24

25

26

27

30

31

1

2

3

6

7

8

9

10

W e e k 15

W e e k 14

W e e k 13

23

14

15

16

17

W e e k 16

13

M
o
n
t
h
4

Project Phase

Project Meeting

Client Deadline

Out Of Office, Vacation

Your Custom Project Schedule

C r e at i n g t h e s c h e d u l e
Before your project begins you will have the opportunity to coordinate with
me in-depth about each phase, meeting day, and deadline in the schedule. All
dates must be confirmed in the schedule before the project starts.
It is important that your team takes into account doctors appointments,
monthly or bi-monthly meetings, holidays or vacation times, kids soccer
practices, employee birthday lunches, and all other potential schedule
conflicts when coordinating about meeting times/days. The bigger the team,
the harder it is to reschedule meetings to a different day or time.

Client Responsibilities
Mark all meeting days/times on your office and personal calendars, print it
and hang it by your desk, setup google reminders, and save the Schedule
PDF to your desktop — whatever you need to do to stay aware of each
deadline as it apporaches.
I will do the best I can to accommodate any schedule change requests if they
happen. However, please note that the agreed-upon schedule is built into our
contract as THE timeline that allows me to deliver your product on time. Any
changes could affect the timeline or official launch date which could then
result in additional fees to cover additional time spent on the project, and
potential weeping and gnashing of teeth for all parties involved.
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Meeting Times
Precise meeting times may be scheduled all at once at the beginning of the
project, or up to a month in advance for the duration of the project.
To keep the project on time and budget, any meeting times that have not
been scheduled by the agreed-upon deadline will be pre-scheduled my me
and may not be able to be changed once scheduled without incurring a
scheduling fee.
I will provide a calendar of my office hours and availability that you can use
to determine what meeting times and days work for your team.

Client Responsibilities
It is the client’s responsibility to coordinate with their teams internally
before communicating any confirmed meeting time. It is not necessary to
include me on any email chains of these internal discussions. Simply have
your point-of-contact inform me of your selection(s) by the agreed-upon
deadline(s).
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Common Questions
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W h at a dd i t i o n a l p r o j e c t c o s t s c a n I e x p e c t
Additional costs that might come up would be any licensing fees for artwork,
fonts, or other media, as well as any additional design time or revisions
beyond our agreement. I try to provide both free and paid options where
possible before incurring any additional expenses on top of a project total.

W h at i s a r e v i s i o n r o u n d
A revision round is a single list of constructive feedback, revisions, or
changes following a presentation. Each package includes the standard
number of revisions that I’ve found to be effective in delivering a great
product to my clients. In the rare case that you might want additional revision
rounds, I’ll ask if you’d like to add it to your project invoice at a pro-rated rate.

W h at f i l e s a r e i n c lu d e d i n e a c h b r a n d pa c k a g e
All final logo designs and variations come in web and print file formats,
usually JPG, PNG in small, medium, and large sizes, and in color, black, and
white. The master .AI file will be included as well. Clients are encourgaed to
request a different web or print if JPG or PNG will not be the primary filetype
needed.
That’s a total of 19 files for each logo and variation. Additional file types
(SVG, EPS, PDF, etc) or logo colors can each be purchased in separate file
packs for $65 per pack.
Depending on your specific package, additional files may be included for your
brand collateral items.

A r e t h e f i l e s e d i ta b l e
All final designs, business cards, and social media graphics will be finalized
set pieces (not editable). Some package add-ons come with brand collateral
items that will include editable files – those will always be notated in your
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project proposal. You can also purchase original design files for an additional
charge of $125/file.

Who orders my business cards
You are responsible for ordering any printing of your brand collateral items
including business cards, stationery, stickers, etc… but I am happy to assist
you in placing these orders at the end of your project if you would like our
assistance.
I recommend requesting a physical copy of each collateral piece before
placing a print final order. This will ensure that any colors, sizing, or spelling
errors can me adjusted to meet your expectations.

WH at i s E x p e c t e d o f m e a s a c l i e n t

1.

2.

Communicate without delay. Have an unscheduled vacation? Need more
time with a revision round? Doubts about a design direction? Let me
know so that we can address it together and save time and project costs
and keep the project moving toward completion.
Provide feedback and payment on time to avoid project delays and
potential late fees.

I provide a schedule detailing all of our meetings, approval deadlines, and
feedback deadlines at the beginning of every project so that you will always
know exactly what is expected of you and when.

H o w d o w e c o mm u n i c at e d u r i n g t h e p r o j e c t
Email is my preferred method of contact for day-to-day communication. I
may field questions or ideas into a shared Google doc where our teams can
more easily comment and respond in a more organized space.
Meetings are scheduled in advance and are held in an online audio
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conference room with screenshare and recording capabilities. If you need
an additional meeting to discuss the project, shoot me an email and I will
hop on a call within 24 hours during the business week. (time zones and
schedule conflicts depending).
For projects with bigger teams, I am open to a regular end-of-week status
call throughout the duration of the project so that everyone is on the same
page going into the next week of work. These will be scheduled in the same
way that project meeting times are scheduled. (See Project Timeline Meeting Times section.)

H o w d o e s pay m e n t w o r k
For services under $2,500, full payment is required before the project starts.
For services between $2,500-$10,000 you will make a 50% down payment
on your project total to secure your booking and get the project started. The
remaining 50% is due upon project completion.
For any services over $10,000, we can discuss a payment plan that will
work best for the project timeline. A deposit will be necessary to secure your
booking and get the project started.
I accept all major credit and debit cards through Stripe and Paypal.

C a n I u p g r a d e o r d o w n g r a d e m y pa c k a g e
If you decide you want to upgrade your package before we begin, I can
always update your invoice. Once I get started, we will have to complete
the package that you’ve chosen with any additions added in a separate
Statement of Work and billed seperately.
Pro tip: I always add extra value in the next-level packages, so if you think
you’re going to want more concepts or pitches in the long run, it’s better to
choose the larger package rather than pro-rating additional work at the end.
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Thank You
aleshiredesign.com
aleshiredesign@gmail.com

