
 
 

Project Guidelines and Procedures  
 

Purpose:  
These guidelines and procedures are intended to guide the process of the project effectively 
and efficiently. 
 

Scope:  
These guidelines and procedures apply to all projects signed under the Epsilon Concepts 
structure and supplement and clarify the principles set out in the Project Agreement Terms, 
Conditions, & Policies. 
 

Roles and Responsibilities:  
Account Manager - The individual or group, which is assigned the management of a project 
and whose primary responsibility is insuring the contentment of clients and the efficiency of 
project progress. 
Client – The individual or group, whose project is being built, completed or managed by 
Epsilon Concepts and whose primary responsibility is providing complete content, ideas, 
insight and vision for their project. 

 
Getting Started: 

 
! As soon as a Project Agreement is signed, all project details (CPE, Project Agreement, 

e-mail correspondence, etc…) will be submitted to the Executive Account Manager so 
that they may assign the Client an Account Manager (AM). 

 
! Once a Project Agreement is signed by the Client and the initial project deposit has 

been paid, the Client will be sent a “Getting Started” e-mail containing the following: 
■ Project questionnaire(s) (or links to online versions)  
■ Initial project deposit receipt  
■ Content submission policies  
■ An introduction by their individual account manager 
■ A Basecamp invitation 
■ Client's individual submission due date  
■ A general step-by-step description of the project process  
■ The AM's contact information 

 



! The initial project deposit functions as a “time block reservation”, reserving Epsilon 
Concepts staff, affiliates, partners, and contractors for the project. In order to keep the 
project on a timely schedule, the Client must adhere to the content submission 
procedures and submission due date. 

 
! Should the content submission due date pass without successful content submission; a 

reminder email will be sent to the Client. This email may include extra charges 
incurred for not adhering to submission policies.  

 
! All of the content submitted by the Client should be in final format within 20 business 

days after signing the Project Agreement. It should have the appropriate heading/sub-
heading listings. It should be free from major errors and be contained in one word 
document. The account manager will review site content and the questionnaire before 
anything is submitted to the appropriate designer/developer. If the content or 
questionnaire has major errors or missing information, the client will be asked to review 
their submission. 

 
! All content must be delivered inside of a Microsoft Word Document.  Text should be in 

final version and format. Any images should be included in the Project Content Word 
Document. These images should be placed in the document where the Client desires 
images to be placed on the website. Images should ALSO be delivered via submitting 
the file(s) to Basecamp, in “zipped” or “archived” format, with each image appropriately 
labeled (e.g. “Home_Page_Top_Right_Image.jpg”). Any logo should be delivered as a 
“source file” that is enlargeable and editable. Example source file formats include .png, 
.tiff, .eps, and .psd.  

 
! If your project has e-commerce functionality, e-commerce content must be included as 

well. You must also provide ten (10) category titles and ten (10) product titles (also a 
description, code, picture, etc...), inside of a E-Commerce Content Word Document in 
Microsoft Word format to EPSILON NETWORK, LLC via submitting the file to 
Basecamp. 

 
Project Submission and Schedule: 
 

! Project details and documents will be submitted to the appropriate 
designer/developer(s) within 48 hours of receipt.  

 

! The Client can view timelines and tasks by accessing their project through Basecamp. 

 

! Epsilon Concepts cannot guarantee or promise specific delivery dates or time-lines 
unless otherwise specified in the Project Agreement.  

 
! In all other cases, Epsilon Concepts provides average time-line scenarios on 

www.epsilonconcepts.com, during pre-sales conversations, within cost planning 
estimates, within the Project Agreement, etc...  

 
! Time-line estimations may be adjusted based on actual content delivery time by Client, 

actual number and length of revision cycles, and higher-complexity requirements.  
 



Project Checkpoints and Milestones: 
 

! A Project Milestone Sign-Off should be completed and signed by the Client at the 
appropriate milestone marks. These are determined based on each project’s various 
phases.  

 
! Other instances where the Project Milestone Sign-Off is required is whenever a portion 

of a project is completed. Examples: logo design, development, e-commerce store 
etc... 

 
Project Revisions: 
 

! One revision period will take place after the Client receives the initial mock-up. 
 
! The Client will be allowed two revision cycles for the mock-up. If more cycles are 

requested, the Client should consult their AM regarding what was included in their 
CPE. 

 

! If the Client has any concerns or complaints, they should consult their AM 
immediately. 

 

! An increase in the scope of work, other than that outlined in the Cost Planning 
Estimate may require additional fees at our standard hourly rates. Also, pages, design 
hours, features, revision cycles, etc... that go above and beyond that which was quoted 
in the Cost Planning Estimate may require additional fees at our standard hourly rates. 
Changes or derivations from original Project Agreement and/or Cost Planning Estimate 
may require additional fees at our standard hourly rates. The Client  will be notified in 
advance before the occurrence of any additional fee assessments. 

 
 
Project Completion: 
 

! After all pieces of the project have been completed a Project Completion Sign-Off will 
be issued to the Client. This must be signed and returned within five business days. If 
issues arise, the Client should consult their AM. 

 
! Once a project is complete, an “After Project” e-mail will be sent to the Client including 

a satisfaction survey, ongoing marketing/maintenance advice/support, referral perks, 
etc… 

 
! Any website maintenance required after the final Project Completion Sign-Off is the 

responsibility of the Client unless Epsilon Concepts and the Client enter into a formal 
Maintenance Agreement. Website maintenance service options and packages will be 
offered to the Client at the time of project completion. 

 

 


