Proposal for

Project Name
Client’s Name
© YOUR NAME - MONTH, DATE, YEAR 
Email: NAME@info.com
Web: www.NAME.com
Client

Organization name. Provide a description of the client’s business: the services they provide, the products they sell, etc.
Project description

Objectives
A definition of the problem and what this project will accomplish. 
Needs Analysis
A detailed analysis of the problem and why the project is needed to address the problem. Remember – you are not addressing your reasons for creating the project, but the need for the project.
Comparative Research
Conduct research and analysis of at least three similar organizations. Include the following information in your document.
· Name of the organization

· Type of entity (entertainment, business, government, etc.)

· Website name and URL

· Website purpose and/or objectives

· Website audience (E.g., age, gender, race, income, personality, style, etc.)
· Number of pages

Based on this and other research, what are the industry recommendations or standards for this kind of project?
Additional Sources

Cite sources for any additional research you conducted for the project. These do not have to follow MLA/APA style format. Use the format below. Add blocks for additional sources. DELETE this section if you do not have additional sources.
Article Title (with a hyperlinked URL)

· Source Title
· Author
Audience Analysis
Who are you trying to reach with your project. Include:

· Age
· gender
· race
· income
· personality
· style
· etc.

Goals
What will the audience know, do, or feel after this project is completed? Try to use action verbs in creating your objectives. (E.g., “The audience will be able to list three advanced features of the widget.”) You will need three or four audience objectives. Remember, these are not YOUR objectives, but objectives the audience will be able to accomplish.
Use of Generative Artificial Intelligence (25 BONUS POINTS)
INSTRUCTIONS: If you use generative AI in some aspect of your project you must include this section. DELETE this section if you do not use generative AI.
· Declare what element of your project will use generative AI.

· Explain and justify the use of AI-generated for this element.

· Provide the name and URL of the generative AI tool you used to create the content.

· Copy and paste the complete set of prompts used to create the AI-generated content.

· If you used source material from other sources as part of your prompts (video, music, text, etc.) provide copies of the source material, whether it was your original creation or from another source such as the public domain, licensed content, etc.

Task List

INSTRUCTIONS: List the tasks that you will need to complete the project. Each task should be assigned to at least one team member; multiple team members can work on one task. Add a due date for each task, so the assigned person knows when they are required to deliver. Required Tasks are in the list below. Some suggested Tasks are listed below. Add additional Tasks specific to your project. Delete Tasks from the list that you will not be using.

· Style ideas: Mood board; Color palettes; Typeface suggestions

· Suggested topics or content

· Storyboard

· Script

· Content calendar

· Information architecture of a website

· Wireframe of social media post

(To add a row to the table, put your cursor in the row you want to add the row(s) above or below, right click, and select “Insert” “Rows Above” or “Rows Below” from the dialogue box. To add a row to the bottom of the table, put your cursor in the bottom right cell and press the Tab key.)

	Task
	Assignment
	Due Date

	Proposal
	
	

	Comparative Research
	
	

	Best Practice Research
	
	

	Equipment reservation and checkout
	
	

	
	
	


Client Contact 

INSTRUCTIONS: Detailed contact information for the client and/or subject matter expert (SME.) Name, phone number, email.

	Name
	Role
(Client, Subject Matter Expert – SME, etc.)
	Phone
	Email

	
	
	
	

	
	
	
	


Team Members

INSTRUCTIONS: A list of team members, their positions on the team. (Projects created for this class should include email and phone contact information for team members.)

	Name
	Phone
	Email
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