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Welcome

Welcome to working with HamiltonBerchman. We know that working with an organization such as ours often prompts a few questions. Sometimes more than a few concerns, too.

· What does HamiltonBerchman do?

· Who works at HamiltonBerchman?

· Who will work on our project?

· How do we track our projects progress?

· Who do we contact with questions?

· What are your business hours?

· How do you work your invoicing/billing?

· How do you communicate with your clients?

We will answer these questions and more in this document. If you have questions that are not answered in this document, please e-mail us at details@hamiltonberchman.com

What does HamiltonBerchman Design Group do?

Simply put, we help organizations establish or increase their significance in people’s lives through the power of web-based communications.

Our primary focus is web-based communications. What are they? 

· web site design and development

· e-mail design and marketing

· e-commerce

· content management systems (cms)

· web site architecture and analysis

· user interface design

We also provide traditional graphic design services such as identity and branding, and print design.  If you are interested in these services, please contact us at:  details@hamiltonberchman.com or 805-500-4872.
Who works at HamiltonBerchman?

Primary Staff Members
Bert Mahoney, President+Creative Director
Bert runs the company from the Ojai office location and oversees creative and development on all projects. He works on architecture, creates designs, programs code, and pushes pixels. He is the point man.

Kristin Neibert, Project Manager
Kristin runs the Austin office and manages all people and resources pertaining to your projects. She is the primary person to contact with any questions.

Additional Staff
We have a variety of other staff members that contribute to projects on an “as needed” basis. This allows us to keep our overhead very low, keep our costs down, stay flexible, and pass on the savings to you.  Depending on a project’s requirements, staff members may wear more than one hat.  All staff member’s are specialists within their expertise.  Depending on your project’s needs, you may interact with some of our staff, all of our staff, or just the core team of Bert and Kristin.

Work Style

Our work style is professional, collaborative, and communicative. We are casually dressed in the office (no ties) but always conduct business in a professional, forthright and honest manner. Delivering outstanding projects, exceeding your expectations, and ultimately making you happy, productive, and profitable is our goal on every project we manage.  
Collaboration and Communication
Your opinions and input are critical to the success of any project. You are kept informed about all details regarding our progress using our Internet based project management system which allows us to track each each project separately and confidentially.

Basecamp, Our project management system
Basecamp allows us to manage and centralize our communications, files, milestones, and “to-do” lists for each client and project. Messages posted to our system from the project team are emailed directly to you, keeping you up-to-date with the latest communications. One of the many features we particularly appreciate is that you can simply reply to the e-mail message(s) and those replies are automatically posted to the project, keeping all topics and conversations flowing and archived.

Once we kick off the project, you and your designated staff members will receive login information consisting of a username/password providing you with access to all of your project information.

When do we start our project?
As soon as we receive the first payment installment, we will start work on your project. For more information about fees, please reference Invoicing and Billing
Work Hours

Our main office in Ojai, California operates from 9am to 5:30pm PST and our office in Austin, Texas operates from 8am to 5pm CST both Monday through Friday. We like to schedule all conference calls and meetings during normal business hours whenever possible. We observe most major national holidays.

Contacting Us

Primary phone number:
805-500-4872.
Main e-mail address:
details@hamiltonberchman.com
Mailing address:
PO Box 1015, Ojai, CA 93024-01015  
Or, you can e-mail a staff member directly and/or post a note to the Basecamp project management system. You will be given login information and staff e-mail addresses when projects begin.

How We Work

Process
How do we do what we do?
We use a 7-step methodology that has been refined over time. It incorporates elements that make software delivery in the web space unique—i.e., high end graphic design and multimedia use, complex user interfaces, company branding, and information sharing.

Many parts of the process are iterative, especially during the design and planning phases. This flexibility in procedure allows for constant review and improvement, even during the course of a rapidly developing project.

A key aspect of our process is its modularity. All of our products and services can be delivered as part of a full development schedule, or individually when needed. We can tailor our process to suit any project’s needs.
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If you have any questions about our process, please e-mail us details@hamiltonberchman.com

Project Management
In order to manage all the communication, milestones, and files for any project we use an online project management system called “Basecamp.” We have used this system for years and have found it very effective in managing all aspects of projects.

The online project management software supports:

· messages/communications in a threaded manner

· to-do lists

· file sharing

· milestones and responsibilities

The system is very intuitive and easy to use. We will provide you with a username/password along with links to tutorial videos when we get your project underway.

If you have any questions about our project management system, please e-mail us at: details@hamiltonberchman.com

Billing and Invoicing
We typically invoice projects in 2 parts:  50% up front to start the project and 50% upon launch or delivery of the project. Sometimes, depending the scope of the project we may split the billing into thirds.

We do not start projects until the first payment has been received. Our invoices are due upon receipt.

For your business billing purposes our Federal Employer ID number is: 20-2942029

If you have any questions about our invoicing, please e-mail us at:  details@hamiltonberchman.com

Communication Preferences
Some people like to talk on the phone. Some people prefer to use e-mail. Our default mode here at HamiltonBerchman is to communicate via e-mail mainly because we are moving from project to project at a fairly rapid pace and we find e-mail to be efficient. However, we recognize that e-mail does not always work best for everyone. So we’d like to know your preferred means of communication. We are more than happy to accommodate your wishes, so your experience with HamiltonBerchman is nothing but the best.
Client Questionnaire/Survey
Upon completion of a project, we are excited to hand off our work and give you the tools to help your business succeed. After some time has passed, we sometimes like to check in with clients to gauge their level of satisfaction with the project, and the process by which we developed it.
We may send you a simple online survey to provide us with feedback so that we may serve all our clients more effectively and efficiently going forward. If you do not wish to participate in the survey, please feel free to let us know.

We hope that this helps answer some of the questions you may have had around HamiltonBerchman Design Group.  However, if you would like additional information or thought of something we haven’t covered in this document, please do not hesitate to contact us.

We look forward to working with you and are delighted to be a part of your success.
Sincerely, 

HamiltonBerchman Design Group
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