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Summary
Summarize and describe the details that were discussed in previous meetings to gain your client’s confidence that you understand their business objectives and needs.

e.g. Client name is looking to create name of project with a threefold goal: (a) to attract type of customer and entice them to state customer action (e.g. buy, sell, social network) (b) attract e.g. other business or new demographics by providing describe the service or product (c) provide a venue where customers can describe the nature of interaction with customer.

This answers state the basic market need. This project will further make it easier for prospective clients to state the action. 

Add a short description of the target demographics and lifestyle patterns.

Scope of Work
Describe all the services that you will provide. The example below is for web development.
Phase 1 Design 

Research and view examples or pegs provided by the client. Brainstorm initial design concepts with the client. There will be a presentation of 3 creative ideas, one of which will be further developed based on client choice and comments. Client to sign-off on final design.

Phase 2 Programming
Programming team will build the site over a period of 5 – 6 weeks. There will be weekly update meetings during this phase. Any design changes during this phase may cause delays and additional costs.

Phase 3 Beta Test

Client to test the site and provide changes and problems within the site. Errors and bugs will be fixed and the length of time required to fix these will depend on client comments.

FAQ will be developed at this time based on the experience of users during beta.

Client will be given a tutorial on how to manage the content of the site.

Phase 4 Launch

Launch of site

Phase 5 Content Management

Maintenance and webmastering description

Timetable
This entry is subject to change depending on the availability of materials and the complexity of the project. The example below is for web development.

Week One

Client

: 50% Downpayment

Client

: Submission of Client Deliverables: Logo & Branding

Client

: Submission of all content if available

Creative
: Purchase of Domain Name

Creative
: Host Server Setup

Week Two

Creative
: Submission of three site studies

Creative
: Submission of initial database headers (where applicable)

Client

: Selection of one study for revision, mock-up & execution

Week Three

Creative
: Submission of first design revision

Client

: Signoff on design or feedback for revisions

Creative
: Submission of second and final design revision

Client

: Signoff on design

– No design revisions from this point onward –

Week Four

Creative
: Creation of database templates

Creative
: Collation of data for production proper

Weeks Five to Ten

Creative
: Production

Creative
: Weeks end report submitted to client

Client

: WIP viewable at development server

Week Eleven to Twelve

Creative
: Error-checking & Bug Fixes

Client

: UAT; Error-checking

Client

: Signoff on product after error-checking

Creative
: Deployment of product

Client

: Completion of payment
Costs & Caveats

Detailed here are the costs and assumptions prior to engagement.

Prices are inclusive of all applicable taxes.

Description of Work Cost

Phase 1 Development & Programming

Php 00,000.00

ONE-TIME EXPENSE

Phase 2 Maintenance &Webmastering

Php 00,000.00

MONTHLY RECURRING

Phase 3 Upgrades 

Not available at this time

TERMS

PARTIES. For the purposes of this section, (client’s name) shall be referred to as “CLIENT” and (your name) shall be referred to as “SUPPLIER”. Where either party may be the subject of a provision, the term “party” shall be used.

COMMENCEMENT. The PROJECT shall commence from date of signing of this Agreement.

ENHANCEMENTS/ADDENDUM. Additional features or work requested by the CLIENT to be integrated but not originally outlined in this document shall be considered as enhancements or addendum to the project. Enhancements/Addendum are exclusive of the original timetable of the project and will be billed separately.

PAYMENT. 50% mobilization fee upon SIGNING of contract AND 50% balance upon TURNOVER. Payment can be made by cash or check addressed to (your name). 

VALIDITY OF OFFER. This quotation shall remain valid for a period of two (2) months from date of submission, after which any claims or representations to consent, obligation, liability and/or the like arising from the terms and conditions contained herein shall be void. In order for the parties to enter into a mutual binding Agreement after this period, (your name) must make a new offer.

ACCEPTANCE OF AGREEMENT: The outlined prices, specifications and conditions are deemed accepted upon the signing of this Agreement. The Project Manager as designated by (your name) is authorized to execute the project as outlined in this agreement.

NON-DISCLOSURE. Both parties assure the confidentiality of certain trade secrets, technology, information, prices and other materials which have been or may be disclosed by either party to the other over any stage of this project, including the creation and submission of this document.

