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

REPORT OUTLINE – GRAPHIC DESIGN

The SBI report is a professional document intended for the client that describes and explains the design process and outcome. Do not use the report as a forum to whine or complain about problems or difficulties.

Content and order of the document presented to the professor in charge.
1. Title page. 

2. Completed Design Team Proposal This should be e-mailed in digital form using the “Word form-field proposal template.”
3. Completed and accurate contact log. This log must be e-mailed in digital form using the “Word form-field log template.” Every member of the team is responsible for this final document. 

4. Color hard copy of the finished image recommendation. 

5. Group report: must be e-mailed in digital form as a “Word document.”
Every member of the team is responsible for this final document. 

a. History of the company or background of the owner.

b. Statement of owner’s objectives.
• Differentiation from competition
• Future plans or changes.

• Desired company image.

c. Definition of the task and parameters.
• Identify the audience (who will see or use it?).
• List the established objective(s) (what is the desired outcome or effect on the audience?).
d. A brief summary of the design and discovery process including the rationale supporting the recommended solution. Each team member will provide specific information on his/her individual solutions. See item 6 below.
e. Report on the implementation process.
• Status of digital image submission to client.

• What has been implemented? 
• What remains to be accomplished?

6. Individual report: Each team member will present an individual design report describing and supporting specific and unique decisions made for their individual solutions in addition to the standard design report “boilerplate.”
• Each team member will include clearly labeled color image “comps” with their individual report. These may be inserted into the Word doc. 

• Each team member will include at least ten thumbnails to show the evolutionary pathway to their comps. Group these thumbnails on no more than two clearly labeled pages.
7. All necessary digital files must also be presented to the professor in charge.
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