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Training and Supporting In-house Producton Teams





Briefing Document
	Project Title                                                                                                                                     Date

	Project Overview

	
	

	Project Objectives and Goals
What will this campaign accomplish?  What’s your idea of success for the project?

	
	

	Target Audience and Demographics 

Prospects, clients, employees, stake holders. Age, gender, race, industry, position and income level.



	Theme and Key Messages

	
	

	
	
	
	

	Tone and Treatment


	                                                  Budget (if applicable)


	Links to similar videos that you would like to emulate


	Suggested Contributors
Interviews with management, specialists, employees, customers etc.



	Graphics and Animation needed
Include rough drawings



	Intended Distribution

Websites, Social media platforms, LMS, TV etc.



	Format

1080p  ☐      1080i  ☐      4K  ☐       8K ☐
Ratio

Portrait 9:16   ☐        Landscape 16:9  ☐         Square 1:1   ☐           Anamorphic 2.39:1    ☐            
Other  ____ : ____


	Action                                                  Deadline Date                                 Completion Date

	Pre-Production
Script Overview

Script First Draft

Script Finalised

Location Found

Casting Completed

Props Sourced

Production

Shooting Begins

Shooting Wraps

Post-Production

Graphics Completed
First Draft Edit

1st Amend Requests

Second Draft
2nd Amend Requests

Final Edit

Distribution

Launch Date
Other


	     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 

     _____ /_____ /______                             _____ /_____ /______                                 


	Brand Guidelines

	

	Visuals / Mood Board
Add images to illustrate the style and content of the video
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