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INTAKE QUESTIONNAIRE FOR GRAPHIC RECORDING 

 

PROJECT 

 

CONTACT NAME 

 

CONTACT DETAILS 

email, phone 

number 

 

The following questions are meant to help me provide you with the best possible estimate for your illustration 

project. Please provide as much detail as possible.  

1. When is your event set to take place? What’s the duration of the event? 

2. Is the event in person, online, or both? 

3. What is the theme of the discussion/workshop/conference? 

 
4. Client profile 
Are you an individual, government, association, or NGO? What services or products to you offer? 

5. Audience profile 
Who will be attending this meeting and directly benefiting from the graphic recording? 
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6. Content 
Are there specific visual elements that will need to be included in the graphic recording? 

7. Background information 
In order for me to best prepare to the event, please provide any existing documentation (report, interviews, 
websites) relevant to the upcoming discussion. 

8. Budget 
Do you have any kind of figure in mind? Creating estimates is time consuming, so it is always helpful to know ahead 

of time what kind of budget your organization may be able to allocate to this project. My base price is 125$/hour, 

which includes materials and a 1-2 hours preparatory discussion. Depending on the project, several hours of 

preparation and research may be necessary ahead of the event. 

9. Deliverables 
What kind of product would you like at the end of the event? Are you simply looking at the raw, live visual notes 
captured on a paper board or digitally during the event? Or would you like a synthetic, page-size version of the 
graphic recording to include in a report, or to distribute to the event participants at the end of the day? 

10. Anything Else? 
Do you have any additional information or comments? 
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