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STUDIO EVERGREEN

PROVEN
PROJECT
PROCESS

Create afool-proof process using Asana to streamline
your porcess, easily duplicate fo multiple projects, and

elevate your client experience.

A Step-by-Step Guide
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HEY, DESIGNER FRIEND!

I'm Robyn, founder and
designer of Studio Evergreen

I’'m a brand strategist and designer based in sunny South Africa. ’'m an Enneagram 1/ENFJ, which means that | thrive on being organised and
structured. Before | created a clear process for all my client projects, Id find myself spending ages setting up the project, explaining things
to the client in back-and-forth emails, and getting incredibly frustrating feedback often days or weeks after it was supposed to be delivered.

| felt frustrated, burnt out and doubting my own abilities. Sound familiar?

But then | realised, in order to solve all those issues, | just needed to do ONE thing well - create a clear project process that worked for
both me and for my clients. Now, | use Asana for all my projects with clients,and my process is something I’ve spent months tweaking and

refining. And honestly, it’s been one of the best things for my biz growth. Here are 5 things | noticed once | implemented a proper process:

1. Asmoother and faster onboarding experience
2. Lesstimespentinemails

3. Betterand more defined feedback

4. Moretrustisdeveloped

5. The project stays on track

| created this resource to help designers just like you skip the trial-and-error phase | worked through and go right to setting up a Proven

Project Process that not only sets you apart from competitors, but also removes the overwhelm and back-and-forth from booking more
projects.

X aQoW
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SO YOU'VE SIGNED
ON A CLIENT,
now what happens?

You’ve connected with a prospective client, mapped out what you’ll be creating for them, and they’ve signed
your contract, paid your deposit,and come on board. Great! Now what? Part of creatinga smooth experience

for both you and your client is having a great process in place.

I love Asana because a) it’s free to use for individuals, b) it’s really easy to use once you know what you’re doing,
and c) it keeps the project streamlined and on track. No more back and forth over email or scrolling endlessly
trying to find that one comment the client made. No more crossing fingers and hoping that the client will
actually follow the project timeline. No more spending hours setting up each project when you sign on a new

client. Your biz just got a whole lot easier.
And the best part? Once you’ve set it up, it’s as easy as duplicating the template, adjusting it to suit the client

and their project,and adding them to the board. And who doesn’t love saving time (and let’s be honest, your

patience)?
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the BASICS
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If you’ve never used Asana before or haven’t set up an account yet, | guarantee you’re going to love it.

Firstly, you’re going to need to create a free account.

Onceyou’re in, head over to the ‘+’ button and select ‘add project’. Projects are a great way to separate your clients in Asana. Or if

you have multiple projects on the go with the same client, you can separate them into a new ‘project’ for each. For now, let’s set up a

template that we can duplicate for each new client project.

If you’re having trouble getting setup and getting your head around how the basics work, take a look at their

o asana = Home

{1 Home

* Tasks Due Soon

* Recent Projects

O Invite teammates

lelp & getting started

Add a Project r

Message

Team

- Invite
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GETTING ORGANISED
& setting it up

Before we do anything, it really helps to know what stages your project goes through. Think about your entire project process from
beginning to end, and divide it into sections. For example, if you’re a brand designer, your project stages probably looks something

like the screenshot below.

Dividing the whole project into sections not only makes it easier for you as the designer to guide the process and ensure a smooth

process, it also makes it more digestible for the client who most likely has never worked with a designer before.

Our goal is always to make the process as seamless as possible for the client,and to make them feel cared for throughout the entire

process.

To add sections to your project, click on the “Add Task” button with the drop-down arrow and select “Add Section”. Repeat as many

times as you need to in order to list out all your sections. You can click and drag them into order.

Proven Project Process | Template -

Overview List  Board Timeline Calengar Dashboarc

“_:' & Sharo Search I‘_ [ A

Forms  Files

+ Add task - Project Name

Click to add Sections

First Steps + -~

Brand Strategy

Brand Development

Refinement #2

Present refined brand concept #2 —m

<) Provide feedback #2 | CLICK ME to discuss

4

Branding Finalisation

Collateral Designs

Wrapping Up

+ Add section
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contd

STEP 2: CREATING TASKS

Now that you’ve got your sections, list out all the main tasks that go under each section. For example, under ‘Brand Development’,

you might have exploration, creation, presentation, and feedback.

Sectioning the tasks both you and your client will do into stages helps make it easier to manage and focus on what comes next, while

still establishing clear boundaries for you and your client.

To add tasks to your sections, click on the “+” next to your section. Alternatively, you can click on the “Add Task” button with the
drop-down arrow and then drag it into the correct section. Repeat as many times as you need to in order to list out all your tasks in

allyour sections. You can click and drag the tasks into order.

Proven Project Process | Template -~ |

Overview List  Board Timeline Calendar Dashboarc

g @ shane Search - g

Forms  Files

+ Add task - ncompbets tasks T Filter 1 Sort 52 Customize

T = A mmmmmm  C|iCk to add tasks to the specific section

Brand Strategy

Brand Development

Refinement #1

Refinement #2

Present refined brand concept #2 —m

<) Provide feedback #2 | CLICK ME to discuss

Branding Finalisation

Collateral Designs

Wrapping Up

+ Add section
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— contd

STEP 3: CREATING DESCRIPTIONS

PROVEN PROJECT PROCESS / 8

You’ve made it this far! Now that the framework of your process is all sectioned and organised, it’s time to define each task. If you

click on atask, you’ll see the description panel pop up on the right-hand side. Use this description section to explain what each task

Always include a description of what you will be doing for each task so that the client can easily see what that stage entails. This

helps them understand the process, have peace of mind knowing they are being guided through this process, and follow along

For tasks that the client will be responsible for, include clear instructions on what they need to do. This helps limit them asking

questions on what comes next or how to do things, so more of your time can be spent on creating the work.

Always mention what comes next. Whether it’s directing them to the next task, reminding them when the presentation will be

is.
PRO-TIPS:
L]
as you work without needing to check in via email or message.
L]
L]
ready for them to view, or directing them to links they need to access.
o

If there are certain sections that will change every time for every client and you aren’t able to create it beforehand in the

template, put “(Comingsoon...)”. This allows you to go back in later and change it without it being a blank task that might

confuse the client.

© Proven Project Process | Template ~

Overview ist  Board

+ Add task

~ First Steps

Start Here | CLICK ME
Understanding the terminology | CLICK ME

Add task..

+ Brand Strategy

Timeline

Calendar

~  Assignes

Dashboard

Messages

Forms  Files

« Mark complete

Pre-call questionnaire

*

Dua date —1; No due date

Proven Propect Process | Template  Bran

& Share Search g-q__ [ A}

Explanation

Click to open description

Pre-call g
Live Strategy Workshop
-} Brand Strategy

= Brand Develcpment

Begin brand exploration & development

Present initial branding concepts

* Refinement #1

A big part of diving into the process is the brand strategy - finding out your
business ‘why’, who your ideal clients are, and what visually appeals to them.

In order to come into the strategy workshop prepared so that we can really
dive deep, | need some information on you and your business. This
guestionnaire allows you to think about some of these questions in your own
time without feeling pressured to answer on the spol in the live workshop and
gives me info to research beforahand.

Please complete the questionnaire by the due date. The link to the
questionnaire has been emalled to you directly from our client relationship
management system,

WWW.STUDIOEVERGREEN.CO.ZA
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CONVERTING YOUR
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TEMPLATE into a client project

STEP 1: DUPLICATE YOUR TEMPLATE

You’ve made a streamlined and organised template! Great stuff. Go ahead and duplicate the entire project, changing the project

name to the name of the client’s business.

STEP 2: ADJUST THE PROJECT

Gointo your new project and adjust anything to make sure it’s exactly suited to what you and your client will be working on. For

example, if you’re working on a branding project with a client and you won’t be creating any collateral designs, but you’ve included a

collateral designs section in your template, go ahead and delete those sections and tasks.

DUPLICATE & ADJUST YOUR TEMPLATE

Proven Project Process | Template ~

2 Save layout as default
Pre-call questionnaire

Dwplicate

Duplicate the project

Live Strategy Workshop

Conwert to template
-1 Brand Strategy ol

4 Add to Portfolio

Import >
= Bramd Development
Export{Print »
Begin brand exploration & development
Archive

Present initial branding concepts

* Refinement #1
Provide initis! brand concepts feadback #1 | CLICK ME to discuss

Refinement #1 exploration & development

* Refinerment #2

Prasent refined brand concept #2

|« € ashe & (]
T ! & : b ’
Overview Board  Timeline  Caler . ggi project details es  Forms  Files
4 Acdd task Set cobor & icon » Provide initial brand concepts feedback #1| CLICKM... - -
7 Copy project link
ot * - Proven Project Process | Template  Rafinament #1 «

Provide feedback #2 | CLICK ME to discuss ‘ Ask o gu

FEEDBACK INSTRUCTIONS

*You can provide feedback once your brand concepts have been shared
fabove). Just make sure that you do so on or before this fask’s due date.

‘When providing feedback, it's important to avoid getting stuck in personal
preference and instead, focus on your target market's viewpoint and what
we have uncovered through your strategy, Refer back 1o your strategy 1o
help you answer the questions befow;

01, Question 17 Type answer here...

02, Question 27 Type answer heve...

03. Question 37 Type ansier here...

04, Question 47 Type answer here..,

Once you've answered the above questions, I'll respond below in the
comment bex latting you know if | have any questions or if | believe a phone
call is needed for further discussion andjor clarification.
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— contd

STEP 3: ADD THE DUE DATES

Next up, you’lladd in your due dates. These due dates help outline the timeline of the project so that it stays on track and the client
can easily see what’s coming next that they need to be ready for. If you have a clear idea of the entire project, go ahead and set
everything up right from the beginning. If you’re unsure how long each stage will take or how long should be allotted for each task,

you can play it by ear section by section as you work through the project.

ADD THE DUE DATES

- Proven Project Process | Template ~ Set status & mshe
Overview A4 Board Timeline Calenda Dashboard Messages Forms Files "

+ Add task -~ Mark complate i ) I

Provide initial brand concepts feedback #1 | CLICK ME to
~ First Steps discuss
Start Here | CLICK ME »

Understanding the terminology | CLICK ME

date Select the due date

~ Brand Strategy et ET—

Pre-call questionnaire
71 Live Strategy Workshop and concepts have been shared
s’ o 8 3 an o before this task’s due date.
Brand Strategy w17 0 2
id task LA to avoid getting stuck in personal
1213 W s (38 7 1B irget market's viewpoint and what

o 1. Refar back to your strategy 1o
= Brand Developrnent v 0 N o 3

2 28 29 30
Begin brand exploration & development

Present initial branding concepts

Add task
S ————— g s

= Refinement #1

Provide initial brand concepts feedback #1 | CLICK ME to discuss

Refinement #1 exploration & develaprent
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— contd

STEP 4: INVITE THE CLIENT

PROVEN PROJECT PROCESS /11

In order for the client to see the board and follow along, you will need to invite them to the board. You can add them to the board

and invite them via email. Add instructions for them to follow on how to join Asanaand what do once they’ve joined so it’s super

easy for them to come on board.

STEP 4: INVITE THE CLIENT

Share Proven Project Process | Template

Invite with email  Invite with link

clentnames@biz.com & x

Hi Clignt Name!

I'm g0 excited to being this process with you. This is an invitation to join
Asana, the program we will be using for project management. Asana allows
us to keep everything during the project streamlined, organized, and easy
fo navigata!

You will necd to create your free account. Once in, you can click on the first
task called "Start here | Click Me® where you'll find detadls on how to use
Asana and what comes next,

Lecking ferward to working together!

Your name.

& Motify them when new tasks are added to this project

WWW.STUDIOEVERGREEN.CO.ZA
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— contd

STEP 5: ASSIGN THE TASKS

PROVEN PROJECT PROCESS /12

Now that your client has joined the project board, it’s time to assign the tasks. Assigning tasks divides them up into ones the

client will be responsible for,and the ones you will be responsible for. Once assigned, it’s clear for both you and for the client

to see the entire project and be prepared for asmooth process.

STEP 5: ASSIGN THE TASKS

Proven Project Process | Template -

Overview Board  Timeline  Calenda

+ Add task

~ First Steps
Start Here | CLICK ME
Understanding the terminology | CLICK ME
Add task
* Brand Strategy
Pra-call questionnaire
71 Live Strategy Workshop
Brand Strategy
id task
= Brand Developrment

Begin brand eaploration & development
Present initial branding concepts

+ Refinement #1

Refinerment #1 exploration & development

Dashboard

Provide initial brand concepts feedback #1 | CLICK ME to discuss

Messages

< Mark comlate

Provide initial brand concepts feedback #1| CLICK ME to

discuss

"

gL mShe | Search &Q [ A4

g Mo assignes Select the assignee

Tempiate  Ratinament 81
TIONS

*You can provide feedback once your brand concepls have been shared
[above). Just make sure hat you do &0 on or befare INe lask's due date.

When providing feadback, it's impartant to avaid gatting stuck in persanal
preferance and instead, focus on wour target market's viewpoint and what
we have uncovered through your strategy. Refar back to your stralegy 1o
help you answer the questions bebaw:

01, Question 17 Type answer here.

02. Question 27 Type answer here...

03, Question 37 Type answer here..
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GUIDING THE CLIENT
through the process

Now that you’ve created this fantastic, streamlined project process for your client, it’s time to guide them through it fora

smooth project experience.

Keep in mind this is probably the first time the client has worked with a designer, and possibly even a clear project process. This
is your opportunity to blow them away with your process and really establish yourself as the expert. Guiding them through the
process will not only make them feel cared for and comfortable with the project process, but it also cements that feeling that they

made the best decision for their biz choosing to work with you. They know they’re in good hands.

And, on the plus side, it minimizes the back and forth of email, those random check in like “Hey, just checkingin to see how the
projectis going!”, and general troubleshooting. That gives you more time to focus on creating beautiful work, presenting your

concepts and work clearly, and supporting the client through the project.

e Recorda“How-to” video showingthe client how to use Asana and add that to your template project so it’s ready for every

client project. You can use Loom, Zoom or even the recording app on your computer like QuickTime Player.

e Createacanned email you can use to invite the client to the project board, including the link to Asana, letting them know they

need to create afree account to join the project board.

e  Useyourrefinement round tasks to give them guided feedback questions to make sure they answer the questions you need to

refine the work, and gives them the prompts to help them communicate their thoughts and feelings.
e Useyour own brand messaging to carry through a level of high-end consistency from your social media, your site, how you

speak on calls with clients, right through to how you describe the tasks and ask for feedback. Don’t be afraid to show your

personality and connect human-to-human.
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MEET ROBYN

Hi! My name is Robyn and I’'m the owner and creative behind Studio Evergreen, a boutique
strategy and branding studio based in sunny Ballito, South Africa. Studio Evergreen is
known for its clean and modern design style and strong emphasis on rooting everything in
athorough strategy. | help creative business owners like you gain clarity and confidence in
your brand and biz to connect with your dream clients, attract higher budget clients, and

chase your big bizdreams.

My desire is to help designers create an elevated process that not only sets them apart
from competition, but also removes the overwhelm and confusion from booking more

projects.

LEARN MORE ABOUT STRATEGY + LEARN MORE ABOUT
BRANDING FOR CREATIVE BIZ OWNERS MY SERVICES + PROCESS

FOLLOW ME ON PINTEREST FOLLOW ME ON INSTAGRAM


https://www.studioevergreen.co.za/blog
https://www.studioevergreen.co.za/
https://za.pinterest.com/Studio_Evergreen/_created/
https://www.instagram.com/studioevergreen.za/
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