Phases of a Client-Based Project
Phase One: Assignment Planning
I meet with the client to discuss the client’s needs and the parameters of the task.  Together, both of us plan the final product.


Phase Two: Email
 SHAPE  \* MERGEFORMAT 
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In this first email, I explain the assignment and pass along the cleint’s request.  You are all organized into teams; task assignments should be made, preferably through collaborative decision-making.  

Phase Three: Understanding the Big Picture
You should visit the client’s website (and review the client’s interview video).  You should learn about the client’s needs, expectations, etc.  You should review the video to gain a sense of the “big picture.”
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Phase Four: Research and Drafting 
Most of the communication takes place between me and the client.  I act as a liaison (to simplify correspondence with the client).  Teams produce drafts of their assignments.  

Phase Five:  Evaluating Rough Drafts
Team members workshop their drafts, possibly using GoToMeeting.  Workshops may begin when teammates have only partial drafts or outlines.  When complete rough drafts are finished, teams present their drafts to the client by sending it to me (Moodle).                                                                         s         SHAPE  \* MERGEFORMAT 




Phase Six: Evaluating Final Drafts

 SHAPE  \* MERGEFORMAT 



Deliverable products are submitted to the client with a transmittal memo drafted by me.  I will elicit feedback from the client, either in the form of a written evaluation or in a face-to-face meeting.  I will evaluate the final drafts, using input from the client as appropriate.
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