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Business 
needs 
 
Timeline 

Portfolio 
 
Estimated 
fees 

Formal 
proposal 
 
Project 
approval 



Paperwork – Contract, W-9, Non-disclosure agreement  

Business Info – Products/services, Unique 
selling point, Branding, Customers, Competitors 

Project Info – Ideal reader, objective, 
timeline, budget, Contact information 

Starting the Project 

Presenter
Presentation Notes
Custom animation effects: buttons grow and turn on path(Advanced)To reproduce the curved shape on this slide, do the following:On the Home tab, in the Slides group, click Layout, and then click Blank.On the Home tab, in the Drawing group, click Shapes, and then under Lines click Freeform (11th option from the left).On the slide, do the following to draw the freeform line:Click the first point on the upper left corner of the slide. Click the second point on the bottom edge of the slide, slightly to the left of the middle. Click the third point on the lower left corner of the slide. Double-click the fourth and final point on the first point, on the upper left corner of the slide.Right-click the freeform shape, and then click Edit Points. Right-click the diagonal line, and then click Curved Segment. (Note: Your segment may not look as curved as in the example above.)Select the freeform shape. On the Home tab, in the Drawing group, click the arrow next to Shape Fill, and then under Theme Colors click White, Background 1 (first row, first option from the left).On the Home tab, in the Drawing group, click the arrow next to Shape Outline, and then click No Outline.To reproduce the background effects on this slide, do the following:Right-click the slide background area, and then click Format Background. In the Format Background dialog box, click Fill in the left pane, select Gradient fill in the Fill pane, and then do the following:In the Type list, select Linear.Click the button next to Direction, and then click Linear Diagonal (second row, third option from the left).Under Gradient stops, click Add or Remove until two stops appear in the drop-down list.Also under Gradient stops, customize the gradient stops that you added as follows:Select Stop 1 from the list, and then do the following:In the Stop position box, enter 0%.Click the button next to Color, and then under Theme Colors click White, Background 1 (first row, first option from the left).Select Stop 2 from the list, and then do the following: In the Stop position box, enter 100%.Click the button next to Color, click More Colors, and then in the Colors dialog box, on the Custom tab, enter values for Red: 230, Green: 230, Blue: 230.To reproduce the picture and text effects on this slide, do the following:On the Insert tab, in the Illustrations group, click Picture. In the Insert Picture dialog box, select a picture, and then click Insert.On the slide, select the picture. Under Picture Tools, on the Format tab, in the Picture Styles group, click Picture Shape, and then under Basic Shapes click Oval (first option from the left).With the picture still selected, under Picture Tools, on the Format tab, in the bottom right corner of the Size group, click the Size and Position dialog box launcher. In the Size and Position  dialog box, on the Size tab, resize or crop the picture as needed so that under Size and rotate, the Height box is set to 1.2” and the Width box is set to 1.2”. Resize the picture under Size and rotate by entering values into the Height and Width boxes. Crop the picture under Crop from by entering values into the Left, Right, Top, and Bottom boxes. Under Picture Tools, on the Format tab, in the Picture Styles group, click the arrow next to Picture Effects, point to Bevel, and then under Bevel click Circle (first row, first option from the left).Under Picture Tools, on the Format tab, in the Picture Styles group, click Picture Effects, point to Bevel, and then click 3-D Options. In the Format Picture dialog box, click 3-D Format in the left pane, and then do the following in the 3-D Format pane, under Surface:Click the button next to Material, and then under Standard click Metal (fourth option from the left). Click the button next to Lighting, and then under Neutral click Contrasting (second row, second option from the left). In the Angle box, enter 25°.Also in the Format Picture dialog box, click Shadow in the left pane. In the Shadow pane, click the button next to Presets, under Outer click Offset Diagonal Bottom Left (first row, third option from the left), and then do the following:In the Transparency box, enter 77%.In the Size box, enter 100%. In the Blur box, enter 10 pt.In the Angle box, enter 141°.In the Distance box, enter 10 pt.On the slide, drag the picture onto the curve, near the top. On the Insert tab, in the Text group, click Text Box. On the slide, drag to draw the text box.Enter text in the text box and select it. On the Home tab, in the Font group, do the following:In the Font list, select Corbel.In the Font Size box, enter 22. Click the arrow next to Font Color, and then under Theme Colors click White, Background 1, Darker 50% (sixth row, first option from the left).On the Home tab, in the Paragraph group, click Align Text Left to align the text left in the text box.On the slide, drag the text box to the right of the picture. To reproduce the animation effects on this slide, do the following:It will help to zoom out in order to view the area off the slide. On the View tab, in the Zoom group, click Zoom. In the Zoom dialog box, select 33%.On the Animations tab, in the Animations group, click Custom Animation.On the slide, select the picture. In the Custom Animation task pane, do the following:Click Add Effect, point to Entrance, and then click More Effects. In the Add Entrance Effect dialog box, under Moderate, click Grow & Turn.Select the animation effect (grow & turn effect for the picture). Under Modify: Grow & Turn, do the following:In the Start list, select With Previous.In the Speed list, select Fast. On the slide, select the picture. In the Custom Animation task pane, click Add Effect, point to Motion Paths, point to Draw Custom Path, and then click Curve.On the slide, do the following to create the custom motion path:Click the first point in the center of the picture. Click the second point in the middle of the curve. Double-click the third point off the bottom edge of the slide. In the Custom Animation task pane, select the second animation effect (motion path for the picture), and then under Modify: Custom Path, do the following:In the Start list, select With Previous.In the Speed list, select Fast.On the slide, right-click the motion path and then click Reverse Path Direction.On the slide, select the text box. In the Custom Animation task pane, do the following:Click Add Effect, point to Entrance, and then click More Effects. In the Add Entrance Effect dialog box, under Subtle, click Fade.Select the third animation effect (fade effect for the text box). Under Modify: Fade, do the following:In the Start list, select After Previous.In the Speed list, select Fast. To  reproduce the other animated pictures and text boxes on this slide, do the following:On the Home tab, in the Editing group, click Select, and then click Selection Pane. On the slide, press and hold CTRL and then select the picture and the text box. On the Home tab, in the Clipboard group, click the arrow under Paste, and then click Duplicate.In the Selection and Visibility pane, select the duplicate picture and text box. On the slide, drag them onto the curve below the first group. In the Custom Animation task pane, select the fifth animation effect (motion path for the second picture). On the slide, point to the starting point (green arrow) until the cursor becomes a two-headed arrow. Drag the starting point below the bottom edge of the slide, to the same position as the starting point for the first motion path. (Note: The endpoint of the second motion path should still be in the middle of the second picture.)On the slide, right-click the second picture and then click Change Picture. In the Insert Picture dialog box, select a picture, and then click Insert. With the picture still selected, under Picture Tools, on the Format tab, in the bottom right corner of the Size group, click the Size and Position dialog box launcher. In the Size and Position  dialog box, on the Size tab, resize or crop the picture as needed so that under Size and rotate, the Height box is set to 1.2” and the Width box is set to 1.2”. Resize the picture under Size and rotate by entering values into the Height and Width boxes. Crop the picture under Crop from by entering values into the Left, Right, Top, and Bottom boxes. Click in the text box and edit the text.Repeat steps 1-7 two more times to reproduce the third and fourth pictures and text boxes with animation effects.
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Initial Contact –  2 hours 

Project Start-up –  1.5 hours 

Writing Process –   6 hours 
   

  9.5 hours 
 

   Estimate 
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A word about fees 
Different 

Hourly Fee By the Word 
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Benefits of hiring a 
business writer 

Independent 
• Contractor 
• Not employee 
• Fills staff 

shortages 

Focused 
• Keeps project 

on track 
• Helps achieve 

marketing 
goals 

Experienced 
• Niche specialty 
• Professional 
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