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BRIEFING TEMPLATE 







(For help in writing your project brief to Green Square)

Client Name

Introduction (Provide an introduction to your business, who you are, what you do, where you do it and how long you have been doing it).

Project Background (Describe the project in as much detail as you can or need to)

Market Background (Describe the market you are, the current prevailing conditions, what you need to do in the market)

Work to date (Detail any work (if you can) that you have carried out or completed to date that has an impact on the project)
Services Required (Please detail what you need)

Measurement & Outcomes (What you feel the deliverables above will do for the business)

Constraints (This may involve working to design or brand guidelines)

Timeframe (This may be in the form of a project, who is involved and how long you would need to get each stage signed off)

Approval Process (Communicate what this process is, who is involved and how long you would need to get each stage signed off)

Response Required (Please indicate what you require back from Green Square)
Additional Information & Attachments (Do you have any supporting information or attachments)

Contact Details (provide your preferred contact details for our response)

