


PROJECT BRIEF


	CLIENT

	Project Name




	Date



	Client Background

	CLIENT CONTACTS:
	BUSINESS THEY’RE IN:

	Main Contact Name & Email:
	
	




	Financial: Contact

	
	

	Key project stakeholders:
	

	

	Other Contacts:
	
	

	RELATIONSHIP:

	New or existing client? 

	ADDITIONAL:

	Marketing automation:
	
	CMS:
	

	Salesforce: Y/N
	
	Timezone/Location
	

	Competitors: 
	

	Notes:
	



	Project Background

	CLIENT OBJECTIVES & PRIORITIES:

	What are the business drivers for initiating the project?


What problem are they trying to solve? 


What is their marketing objective that we are here to solve?







	PROPOSED SOLUTIONS/DELIVERABLES:

	

	TARGET AUDIENCE

	

	

	SPECIAL SKILLS REQUIRED:
	BUDGET/HOUR BREAK-OUT:

	(Eg: illustration, Pardot, motion video, etc.)
	Project Management:
	

	
	Account Strategist:
	

	
	Digital:
	

	
	Content:
	

	
	Design:
	

	
	Martech:
	

	
	Total budget/hours:
	

	ASSUMPTIONS:
	RISKS:

	
	

	BASELINE REPORTING KPIs:
	REPORTING FREQUENCY:

	
	



	PROJECT TEAM & ROLES

	
	Account Management
	Producer
	Content 
	Design
	MarTech 
	Digital

	Director Review
	
	
	
	
	
	

	Lead
	
	
	
	
	
	

	Support
	
	
	
	
	
	




	Project Approach

	INITIAL TIMELINE:

	

	DEPENDENCIES:

	

	Status Occurrence:
	
	Access needed:
	

	Project Management Tool:
	
	
	

	Final Deliverables Hub:
	
	
	

	


	GAPS/NOTES:

	







	DELIVERABLE NAME

	SUMMARY OF REQUIREMENTS

	

	MAIN MESSAGE (What is the single most important thing we want to communicate?)

	

	TONE (What is the feeling we want the audience to walk away with?)

	

	SUPPORTING COPY POINTS (Rational (product/service description) + Emotional (reasons to believe)

	


	MANDATORIES & LEGAL

	

	DELIVERABLE SPECS 

	


	 REFERENCE FILES

	

	ANY OTHER CONSIDERATIONS

	




