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Start-up Service Package Worksheet

Introduction & General Information

The following worksheet was created to assist our clients in making the Start-up Package experience run smoothly. Please fill in the entire worksheet before emailing to services@techsupport-1.com for work completion. We can begin work while you are gathering logos and pictures, and you may submit them at a later time. However, do not submit this form until you have completed all of the basic content and details required below.

Please follow these general notes relating to your service package:

· You can expect your package to be completed within 3 - 7 working days of purchase and delivery of ALL required content. Any changes to requirements or complex needs may take longer to complete, and will be billed accordingly.

· All project communication should be in writing and must be emailed to services@techsupport-1.com.

· All emails must reference your case contract number. Please do not open new support request cases related to your service package work.

Start-up Package Specifications

1. Insert, review & layout content for an 8 page website:

· Type the content for your 8 page website. Basic configuration includes the following 8 pages. However, you may substitute/rename pages as you wish.

I. Home: Keep this page short, with a basic introduction to the event & invitation to attend. Place your best picture here on the home page. 

II. Event Information: This is the page where you can list activities, starting times, Board or volunteer information, special instructions, terms & conditions, and more. 

III. News: Keep your clients updated here.

IV. Contact Us: Include name, phone, address and email for event administrators. We will also include stock information for credit card processing here.

-------------------------------------------------------------------

V. Register: No content required as this page is generated based on information in step 2. 

VI. Sponsors: No content required as this page is generated based on information in step 4.

VII. Sponsorships: No content required, page is generated based on information in step 5)

VIII. Location: No  content required, page is generated based on information in step 2)

· Place up to 5 pictures: Attach with instructions as to which page and page location for each picture. Send images resized for the page. Please note: No pictures can be placed on the Register page.

2. Website Header – resize/layout from existing logo/artwork 


· Attach artwork for Website Header

Specify special instructions here

3. Ensure all basic registration settings are configured:

Registration start date: ________________________

Event date & time: ____________________________

Label for individual registrants (i.e. individual, player, guest): _____________________

Label for group registrants (i.e. group, table, team):  ____________________________

Cost(s) per individual registration: ____________________________

Cost(s) per group registration: ____________________________

Event Location – please include name & address, phone, and website of location:

________________________________________________

4. Sponsor Management

· Attach artwork for up to 5 sponsor logos (we will resize)

· List sponsor names & website addresses. With the Auction, Pledge or Professional edition, you may also list up to a 1,000 word description for each of your 5 sponsors.

a) ___________________________________________________

b) ___________________________________________________

c) ___________________________________________________

d) ___________________________________________________

e) ___________________________________________________

5. Sponsorship Management

· List the name, cost & any additional details for up to 5 Sponsorship packages. Details include: description of benefits for purchasing the package (suggestion: use bulleted list), number of individual or group registrations included with sponsorship package, and limit to be sold, if any.

f) ___________________________________________________

g) ___________________________________________________

h) ___________________________________________________

i) ___________________________________________________

j) ___________________________________________________

6. Payment Integration

· Please list your supported payment processor here. Select from our supported payment processors listed at our website, http://www.dojiggy.com/ under Resources. For manual processing, please list ‘none’: ______________________________

· We will email you with specific instructions, based on your payment processor.
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