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	Date of brief: xxx
Your name: xxx
Department: xxx
Event/ Campaign name: xxx
	Event or launch date: xxx
Deadline(for final printed product): xxx
Budget: xxx 
Final outcome to be approved by: xxx

	
	


Design Brief

Once completed this brief needs to be saved in the design briefs folder in Objective and the link emailed to news@cgd.vic.gov.au. If you have any questions please call 8571 5283. This form should be submitted at least 4 weeks before you require material. Please allow longer for larger more complicated jobs. 
Please note dates are required in the information below. (Even if you need it ASAP please still include dates)

Deliverables:
What is it that you want to be produced?

Background information:
Background information relevant to the project

Objectives:
What is the purpose of this project?

Issues/problems:
Are there any significant issues or problems that need to be considered?

Target audience and audience insight:
Who the project is aimed at 

Tone and style of communication piece/s:
i.e. Any specific colours to be used?
Is it a “serious” or “fun” piece?

Text:
Please provide document reference or attach with email. Please ensure this document has been proofread and the dates, times and wording falls within Council Style Guidelines and that there are no spelling or grammatical errors. 

Essentials:
ie logos




Photography/imagery:
Where applicable, list if imagery is to be supplied, sourced or shot. If you have imagery please save into T:\_Temporary Stuff  in a folder named with the project name (please be mindful this is cleared out 5pm Fridays.)

Specifications:
Any relevant specs eg paper size or paper stock

Quantity:
If it is a print job, how many in the print run
Delivery and Invoicing: (A PO number will be required for all jobs over $300 and will be requested before commencing work once design and print quotes are received)
Who and where the job is to be delivered and invoiced to :
Delivered to:

Invoiced to:

Samples: (If providing samples of styles you like please provide at least 3)
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