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Presentation 

The more you prepare ahead of time, the easier it will be for 
you as you work through your business.  

Having a cohesive, profession presentation will make 
customers feel more comfortable working with you. 

 



Proposals 

¡  Include branding 

¡  Be Clear 

¡ Descriptive 

¡  Introduce your business 

¡ Write a description of what you will offer. 



Proposals Part 2 

¡  Include pricing 
¡  Be specific: list your costs, the ad costs and any other fees that 

may come up. 

¡ Outline clear steps of the work you will do. 
¡  Per week, per month 

¡  What will you and won’t you do. 

¡  Timing: Be clear on how long the work will last and over 
what period of time. 



Proposal Template 

Create a template that allows you to have some items 
already detailed so you are not starting from scratch each 
time. 



Contracts 

Once a customers have approved your proposal, I suggest having 
them sign a contract. 

The contract includes what was in the proposal along with legal 
outlines what is and what is not included.  



Contracts 

There are template online that you can use.  

AIGA has a template for graphic designers 

 



Example Contract Elements 

¡  Agreement 

¡  Additional Services  - How will they be handled 

¡  Expenses and additional costs: What’s additional 

¡  Time of payment and late payment charges. – Do you charge a fee for late 
payment 

¡  Rights, ownership and usage – Who owns the rights to the final and draft 
products 

¡  Materials  - How materials need to be provided by client 
 



Example Contract Elements 

¡  Copyright - The Client warrants that all materials supplied are accurate 
and complete, do not infringe the rights of any other party, and either 
are owned by the Client, or that the Client has all necessary rights in 
such materials to permit KLA Concepts LLC to use them for the project.  

¡  Approval of typesetting and final artwork.  

¡  WARRANTIES AND REPRESNTATIION:  

¡  LIABILITIES: Limitation of Liability.  



Example Contract Elements 

¡ Confidential information.  

¡ Credits – To you or anyone else involved, such as photographer 

¡  Termination – Can anyone cancel contract? If so then under 
what conditions. 

¡ Acknowledgement 

¡  Signature 



Issues  

Not Being Clear Enough 

Most issues I have seen is from miscommunication 

Things were not in writing 

Miscommunication because of industry jargon 

 


