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	MBMA, Inc. / CoffeeRoom.com

2023 E. SIMS WAY, #203

PORT TOWNSEND, WA  98368
sales@coffeeroom.com
360.542.4136


CONSOLIDATED WORK FLOW PLANNER
REF. #        
	NAME:    
	PROJECT NAME:  

	ADDRESS:
	ORDER #:  

	C/S/Z:
	ORDER DATE:  

	AGENCY:  
	

	CONTACT:  
	DELIVERY DATE:  

	PHONE:  
	TERMS:  

	EMAIL:  
	SALESPERSON:  


 REQUESTED PURCHASE SPECIFICATIONS:
	REF.
	DESCRIPTION
	QUANTITY
	COST
	EXTENSION

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total
	
	
	


SPECIAL INSTRUCTIONS:
DATES:
FILE OPENED:



CLIENT’S GRAPHICS/TEXT RECEIVED:  

ESTIMATE SENT TO CLIENT:

RECEIVED CLIENT’S P.O.:

TO GRAPHICS DEPARTMENT:    

CHANGE ORDER DATE(S): 
GRAPHICS APPROVED BY CLIENT:  
INVOICE SENT TO CLIENT:  

PAYMENT RECEIVED:

GRAPHICS SENT TO PRINTING:
LABELS SENT TO VENDOR:  

OUR P.O. SENT TO VENDOR:  

ORDER SHIPPED:

NOTES:

DESIGN NOTES: 

1. Elements to Include (except where otherwise directed, indicate choice with Y [yes] or N [no]):

a. Logo   _Y__ 

b. Address Block _Y__ (if yes, include specific details to include in “Layout Details” at the bottom of this section)
c. Weight _ Y__  Details: _______ (example: N/A, 2 oz., 8 oz)
d. Tagline:   “____________________________________________”

e. Type of Coffee: “_100% Hawaiian Coffee___” (include grind if desired)
f. Other Images? (Please List)  
i. ______________
ii. ______________
iii. ______________
iv. ______________
v. ______________
g. Other Text: “________________________”
2. What size will this label be?  _____2”x4” (1/8 inch margins)_______
3. Will this be a front or back label? __FRONT___
4. Will US Labeling laws need to be adhered to?  __NO__ (write ‘NO’ if this is to be a front label on a package with a back label specifying weight, etc.)
5. Rounded edges?  __Yes__ 

6. Logo: Static or Alterable __S__

(Refers to whether or not designer can make coloring or other alterations to the client’s logo to make coincide with a theme of a design.  
7. Background: White, Solid-Colored, Patterned, Image, Gradient ____________________ ______________________________________________________________________ ______________________________________________________________________
8. What mood should the label evoke? Or, what do you want the potential customer’s first impression of your coffee to be_______ _________________________________ ______________________________________________________________________ ______________________________________________________________________
9. Color Suggestions: _______ ____________________ ____________________________
10. Which of these words best describes the look you want to have:  (highlight selection[s]) ___Modern         Classic           Retro         Futuristic       Old-Fashioned ____Tropical    ____ ___Urban __ ____American         International______
11. What demographic do you want to appeal to? (Example: Age range; single or family oriented; urban, suburban or rural living styles, etc.) _ ______________________________________      
_________________________________________________________________________

12. Style Suggestions: _______ ____________________ ____________________________
13. Do you prefer serif or sans-serif fonts? ___________________ [image: image2.png]A A

serif font sans-serif font




14. Font Suggestions: ________________________________________________________
15. Layout Details: (Please jot down the elements to include in relatively accurate visual relation to each other in how they should appear in final presentation)…
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