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The Consulting Process

Initial Contact Memo

Once a new client has been assigned, the primary consultant will e-mail an initial contact memo using our memo template. Do not send the memo as an attachment.  We can demonstrate respect for the client by not forcing him or her to wait for an attachment to load.

Consultants should research the client's current web site and multimedia endeavors. Prior to the first meeting, consultants will know what the site looks like, the audience it seems to target, the amount and type of information presented on the site, navigation tools, and the site’s overall structure. 

Scheduling the meeting

Once the client has responded to the memo, the consultant schedules an initial contact meeting. The consultant develops ideas for revision and re-design of the site.  This process should include surfing the web to research sites with the same purpose. It will be helpful to see how the client's competitors or counterparts are presenting the same type of information. Screen captures and print-outs of similar sites may help to show the client the kinds of improvements that could be made to the site.

The first meeting

If the consultant has been planning for a week and has brought screen captures and and other visuals to the meeting, it should be a breeze. That doesn't necessarily mean that nothing can go wrong, but being over prepared is the best way to combat Murphy's Law! 

The consultant should praise the look and feel of the site while discussing minor revisions, conceptual matters, navigation possibilities, and information organization. The consultant will get a feel from the client regarding the sorts of changes the client is ready to accept. Because the consultant will have researched many similar sites, the consultant can lead the way in re-conceptualizing the site, urging the client to "maybe try this" on the site. By the end of the meeting, the client should be pretty excited about the revisions the consultant may be making to the site.

The Follow-up Letter

The consultant will e-mail a thank you letter to the client immediately following the meeting or early the next day.  The letter should enthusiastic and optimistic; it should briefly review the plan which was developed during the meeting. 

Phase I

The consultant now works on conceptual changes to the current structure and presentation of the site. The consultant and the secondary consultant discuss the results of the initial meeting. The consultants brainstorm about particular design, structure, and function issues pertaining to the site. Everything should be jotted down on paper and transferred to the computer using Photoshop, Dreamweaver, Fireworks, and Freehand. As design proofs are completed, they will be shared with the secondary consultant and with the Director of the Studio. Following revision of the proofs, the consultant e-mails the client to arrange a meeting to discuss the proofs. The consultant may offer to meet the client in the Interactive Resources Studio. If the client cannot meet in the studio to discuss the proofs, the consultant may post the proofs on a web site or email screen captures and images to the client. If the client has appropriate software, the consultant may mail the client the proofs on a disk with the understanding that the disk will be returned to the studio. 

Depending upon the client’s judgments and agendas, the consultant may move on to Phase Two. If there are issues that the consultant and the client do not agree on, the Director of the Studio will help out. There are a number of issues, such as placement of our rotating banner and the Studio footer, which we require to be part of a PSA site.

If the client gives the consultant the thumbs‑up, the consultant begins work immediately. The Director of the Studio will guide the consultant in setting deadlines with the client. The consultant should learn to take criticism well. The client may not have the same educational background as the consultant has. Patience and an open mind are keys to success.

Phase 2

The consultant will collaborate with the secondary consultant and the Director regarding the design issues and navigation features of the re-conceptualized site. The consultant can send the URL to www.websitegarage.com to check for potential problems with functionality. 

Once the final proofs are completed, the consultant may e-mail the proofs to the client or post them on web space on CAFLSD so that the client can access the proofs/pages and can view the nearly-finished product on the web.

Phase 2 Response

If the client responds positively to the consultant’s work, then the site is ready to be launched. If the response is negative, or if there are minor revisions that need to be made to the proofs based upon the client’s suggestions, the consultant can brainstorm with the secondary consultant and the Director. Once the proofs are approved by the client, the consultant proceeds to Phase 3, setting up a launch date.

Phase Three--Training

Following a successful launch, it is not the consultant's responsibility to update times, dates, etc. on a site. The consultant will train the client or a designee in maintaining and up-dating the site. The consultant must find out what type of experience the staff member has in HTML editing as well as the available software. The consultant may learn to use Netscape Composer, the one editor available on all campus computers. 

Intangibles 

Professional attire is recommended for the first meeting. Many of the clients are nervous about the consulting process.  They will be more comfortable with a consultant who seems confident and professional. The consultant should use lots of eye contact, be ready to take notes, and present positive body language. The consultant should give the impression that the client knows what he or she is talking about and that his or her opinions are important. The consultant should always bring more mock​ups and visuals than are necessary. The more options present, the better the understanding between client and consultant. The consultant should always have business cards with him or her and should catalog all of the client phone numbers and addresses. The consultant should also be willing to give up some of their time to help a fellow consultant when needed.
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