S M A L L   B U S I N E S S   I N S T I T U T E

FIRST CONTACT – GRAPHIC DESIGN

This form is to guide and help you in obtaining necessary information.
Your first contact will usually be by phone. Speak slowly and clearly for example:

Hello, may I please speak to ____________________________?

My name is ________________________. I am a graphic design student at the University of Louisiana at Monroe.  I was told by the Small Business Development Center that you could use some 
free assistance with art or graphic design for your business. 

If you are still interested I would like to schedule a meeting with you.
------------------------------------------------------------------------------------------------------------------------------------


Obtain the following information


Official name of company?



Will you be our contact person? If not, who?



Best phone number(s) to call?



The best times/days to call?



Do we have the correct e-mail address?



Set date/time/location for a meeting or make
 
arrangement to acquire the following information.

------------------------------------------------------------------------------------------------------------------------------------


Obtain the following information


Type of business


Brief history of the business



If new business, brief background of the owner(s)



Who is the primary competition?



How is this business different from the competition?



Future plans or changes for the company



Description of this project


Are there specific project parameters, size, color, content?



Audience (who will see/use it?)



Objective (desired effect on audience?)



Explain your working methods (design team proposal)

to the client


Set date/time/location for next meeting or contact

------------------------------------------------------------------------------------------------------------------------------------

Remember to:

• E-mail a copy of the completed STUDENT DESIGN TEAM PROPOSAL form to the client and professor in charge. 
• Record each client contact, and attempted contact, on the contact log form.
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