Brief
	Essential details

	Project/product name:

	Organisation/dept. responsible for the project:

	Project manager/primary contact: 
Telephone 
Email 
Fax 

	Estimates and schedule required by 

	Overall delivery deadline 


Section 1: What you want to achieve?
	Background 
Give a short background to your organisation – what you’re all about and how this project, product or service fits in

	

	What is the product/project/service and what is its purpose?

This is where you tell us what it is you want us to do and why you’re doing it – give us as much detail as you can, including your overall aims and objectives for the project/product. 

Provide links to relevant documents or examples of similar products/marketing materials/websites/services that you like and/or aspire to.
You can do this for anything you’re briefing us on – e.g. if it’s an event refer us to other events you’ve been to; a marketing plan, give us an idea of the elements you want included – this is where you tell us what you want.

If you are commissioning marketing materials include specifications in Section 3

	

	Who is this for? Tell us who the primary audience is for your product or project and why

	

	What’s in it for them? Tell us why they need your product/project and how they’ll benefit

	

	Are there any other, secondary audiences you want to reach? 

What do we want to tell them?

Why do they need to know about this project/product as well as your main audience – how will this benefit them?

	

	What is the one, over-riding message you want to give about this project/product?
Consider what’s special about your project/product; what makes it different/better to others in the field – why should people use this rather than others out there?

	

	How do you want to pitch your product/project?
What tone do you want to use for your audience – how do you want to be perceived? Friendly, authoritative, expert, cuddley, distant??

	


Section 2: Approach and working considerations

	What are you expecting from us?

Please list the outputs you’re expecting e.g. An overall marketing strategy with a tactical plan/timetable; a draft report followed by a full report; a publication/website/exhibition which will go through a number of drafts; an event; a brand and associated communications strategy etc.

	

	What is your preferred way of working with us? (tick as many as apply)

Email

Phone

Regular updates (please state what format you’d like these in and how often)

Presentations/meetings at key stages of the process with a wider group

Other methods (please state)



	Do you have a formal contract for the work or would you like us to provide one?

	

	If you are asking for us to provide a contract what key elements would you like included?

	

	Budget for this job

	

	Fee structure (what are your payment systems – and can you accommodate our fee requirements – this will need to be discussed)

	

	Are there any other requirements/considerations or policies you need us to take into account 

Please tell us about any approvals processes, formats or agreements you need to bring to our attention.

	


Section 3: Marketing materials

	If you’re commissioning marketing materials tell us what you’re looking for.

What format do you want this product to be? (booklet, pdf, website, newsletter, annual report, facebook page, etc etc)

	

	If it’s a publication – what size?

	

	Is it full colour, two colour or black and white?

	

	What other formats do we want it in besides print? (eg. Pdf, on a cd rom etc)

	

	What kind of images do we want to use in your materials (graphics, photos, illustrations etc)

	

	If we’re using photography please describe below what is required

	

	Practical considerations (please list below any practical devices you want in the publication – eg. It should be photocopiable, colour coded, durable, environmentally friendly, recyclable etc)

	

	Other considerations – please list any other requirements below or things you need to draw our attention to – age range or different languages could be examples of the kind of extras needed

	

	Working with sponsors/partners – do you need to put another organisation’s logo on this piece of work? If so, please supply contact details/where the logo can be found and any guidelines for use.

	


	Print requirements

	How many copies of this product do you require?

	

	Do you have any special print requirements (eg. Recycled paper)

	

	Do you have any specific delivery requirements (if you require quantities to be delivered to multiple addresses please give details below)

	

	Do you need to store some of the product at the printers and call it off as required? (please note there is a charge for this and it will be up to you to give us one week’s notice of call off requirements)

	


Section 4: Next Steps

	How would you like us to respond to this brief

Tell us if you want a formal proposal, a presentation, if you want us to just get on with the work as soon as the brief is signed off etc etc

	

	When do you need us to respond by?

	

	Who do we respond to?

Contact details

	

	Does our response, or this brief, need to be approved/seen by other parties before we can proceed? If so, please tell us the procedure and timescale for this.

	

	Is there any other information you need to provide us with at this stage 

Please let us know when our contract/agreement becomes binding.
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