
	

	

Creative Brief - Checklist 
 
This creative brief is a strategic plan (a road map) that both you as the client, and we can agree 
upon, to produce the project. This allows us to go back to this road map for guidance and to 
support concepts and solutions offered. A thoughtful, clear brief can foster critical thinking that 
lead to awesome work. 
 

Date  

Project  

Client  

 
Background /overview 
Give a short description of the project, the goals and measurable objectives. Try using the following sentence to get you 

started: Create a [brochure/mailer/website/logo] addressing [audience] to [inform/enhance/persuade/communicate…] [about 

what].. 

 
 
What is the objective, the purpose of the project? 
A short statement of the effect the project should have on consumers. Typically expressed as an action. What should the project make the 

audience think, feel or do? 

 
Deliverables 
List all the deliverables of the project [brochure + tradeshow booth + self mailer + email] 

 
Target audience: who are we talking to? 
List the audiences that this project is targeting and how they will engage with the piece. (for example, will your sales team be using the 
brochure to give to clients in sales presentations) 

 
What’s the single most important thing to say? 
What is the most persuasive or most compelling statement we can make to achieve the objective? This should be a simple sentence. 

 
Look & feel 
Describe the tone of the content and the imagery; the feelings you are trying to evoke; and the impression you hope to convey. Is it formal? 

Sophisticated? Casual? Funny? Shocking? 



	

	

Mandatories 
What must we include? Logos, call to actions, contact details, slogans? 

 
Schedule: What do we need? When do you need it? 
Example, first draft by XX, final by XX, delivery required by XX 

 
 
Are we are supplying artwork for your supplier? 
We will need your suppliers specifications / alternatively let us know who the supplier is (with their contact details) and we will follow up 

 
 
If we are not providing with our copywriting service, please also supply: 
Headline: 

Sub heading: (if any) 
Body copy: 
Imagery: (hero/secondary) 

Mandatories: (as above) 

 

 

Thank you 
Thanks for taking the time to complete the brief. This will make it much easier for us to design 
directly in line with that you are after. 
 
Please email this brief to: milly@thecollectivemill.com.au 


