
WORKING WITH A 

RULES
HOW TO REDUCE YOUR
STRESS, FRUSTRATION

TIME AND EXPENSE

OF ENGAGEMENT

D E S I G N  F I R M:



HERE’S WHAT YOU BOTH NEED
TO SLEEP BETTER AT NIGHT. 

HAD A COUPLE OF
SLEEPLESS NIGHTS
BECAUSE OF OUTSIDE
VENDOR WOES?

BIGGEST
Must-Haves
IN A RELATIONSHIP:

 

4 1. MUTUAL TRUST
2. GOOD COMMUNICATION
3. CLEAR EXPECTATIONS
4. COMMITMENT/ACCOUNTABILITY

LOVE WHAT YOU DO AGAIN.
After over 30 years in business, 
I’ve learned a few things about 

what needs to be done before a 
project begins. Take a look at the 

tools and processes I use that 
have ensured a great working 

relationship with my clients.
Wendy Hoag 

President | Wendy Hoag Design, Inc.



MAKE SURE
EVERYTHING
IS CRYSTAL CLEAR

RULES
OF ENGAGEMENT

 
6 DEFINE. CLARIFY. COMMUNICATE. 

WHAT YOU’RE
RESPONSIBLE

FOR UP FRONT

CHOOSE THE RIGHT FIRM
Each one has strengths and weaknesses, but the key is to find a 
trustworthy firm that has a style you resonate with, and one you 
can relate to. Get referrals or read testimonials on their site.

UNDERSTAND YOUR NEEDS
Do you need a designer who is strong in print, web, or both? 
Is marketing, social media or copywriting something you’ll need?

DEFINE ROLES & BUDGETS
• Who will ultimately control the vision? 
• Who will manage the project and who is your main contact?
• What is the budget and how will it be allotted?

GET THINGS IN WRITING
Request a contract. The agreement should cover: 
• Scope of project  • Costs of revisions
• Intellectual property rights, cancellation terms, etc.
• Timeline and delivery of final product

HAVE A PROJECT PLAN
• Allow time for several drafts and review cyles
• Identify who is responsible for what 
• Use a spreadsheet or other tool for easy tracking

BE ACCOUNTABLE!
Be sure you respond quickly with your tasks and approvals. Delays 
in these areas cause the flow of the project  (and the firm’s 
enthusiasm) to deteriorate.



WHAT THEY NEED

WHAT YOU NEEDSIDES OF
THE RELATIONSHIP 2 

WHAT YOU 
SHOULD EXPECT

FROM THEM

WHAT
DESIGNERS NEED

FROM YOU

TRUST, COOPERATE & SUPPORT EACH OTHER

COMPREHENSIVE
PROPOSAL

DELIVERABLES
# OF REVISIONS

PRICING

TERMS & 
CONDITIONS

METHOD OF 
PAYMENT

COMMITMENT
AGREEMENTTIMELINE

SCOPE

EXPERT/LEADER?

COLLABORATOR?

TEAM MEMBER?

SCOPE OF PROJECT

THEIR ROLE

BUDGET

DEADLINE

VENDOR
REQUIREMENTS

MAIN CONTACT

This is a big
consideration that 
affects everything!

This might be 
something new to 
you, but it’s critical 
in a healthy 
relationship!



12 DOWNLOAD AT WWW.HOAGDESIGN.COM
FREE
RESOURCES

TAKE CONTROL OF YOUR PROJECTS.
HELP YOUR DESIGN FIRM HELP YOU.

START PROJECTS ON THE RIGHT FOOT:

�  Assignment Brief
�  Brand Architecture Blueprint
�  Marketing Strategy Questionnaire
�  Logo Planner
�  Website Marketing Questionnaire
�  Website Content Planner
�  Local SEO Planner
�  Pay Per Click Planner
�  Facebook Planner
�  YouTube Planner
�  Project Planner e-Commerce Site
�  Project Planner Web Site

GIVE 
THEM WHAT 

THEY NEED 
SO THEY CAN

GIVE YOU WHAT 
YOU NEED 
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