
Work Process

Fact Find

Proposal Confirmation

Commence
Work Delivery

Payment

1. Initial discussion via email/phone/meeting with client to 
gather info & gain understanding of client’s needs & 
requirements.

2. Follow up with 
proposal quoting 
fee, terms & 
conditions.

3. Client confirms project via email or signed 
agreement with initial deposit for larger project. 
For business plan writing, NDA will be signed.

4. Work will commence & 
further communication via 
phone, email or meeting as 
per client’s preference.

5. Delivery of completed 
work via electronic file 
transfers.

6. Pay by check or via 
Paypal (foreign clients)


