READ AND FOLLOW THESE INSTRUCTIONS: 

· Replace all GREEN TEXT with your project’s information and turn the color of your text to black. 

· Replace ALL CAPS information with the correct information for your project in Upper and Lower letters. 

· Delete all RED instruction text. 

· Edit the header and subhead text as needed. 

· Delete any subheads that don’t apply to your game. 

· Save the file using this filename format.

· LAST NAME - PROJECT TITLE project brief SEMESTERYEAR

Delete Instructions before submitting your Project Brief.
Proposal for

Project Name
Client’s Name
Prepared by: Your Name
Email: yourname@email.com
Date: xx/xx/xxxx
Project Definition
Objectives
INSTRUCTIONS: Write a one or two-sentence explanation of what this project will accomplish. If you cannot write it that short, you need to rethink it. For example: This project will explain to Client X’s customers how to use its products.
Needs Analysis

INSTRUCTIONS: Why are you doing the project? Provide a detailed analysis of the problem and why the project is needed to address the problem. Remember – you are not addressing your reasons for creating the project, but the organization’s need for the project. 
Audience Analysis

INSTRUCTIONS: Write a detailed description or demographics of the audience you are trying to reach with this project. This should include age, gender, race, income, personality, style, media use, device use, etc. Including information about any secondary audiences

Goals

INSTRUCTIONS: Based on the project objectives and audience, what will the audience know, do, or feel after completing this project? Use action verbs in creating your goals. (E.g. "The audience will be able to list three advanced features of the widget.") You will need three or four audience goals. Remember, these are NOT YOUR goals, but the objectives of the audience that will use your project. 

Research
Comparative Research

INSTRUCTIONS: Insert the results of your Research here.

Best Practice Research
INSTRUCTIONS: Conduct research and then describe the industry recommendations or standards for the project’s approach and media selection.
	Label of the Best Practice
	URL of the Example
	Why is this a best project for this kind of project?

	
	
	


Strategies

Media Selection

INSTRUCTIONS: Describe the media that will be used and why it is appropriate for the project’s objectives, goals, and audience. Your description should never be “Because that is the assignment.” (Below is a list of media that apply to these projects.)
· Online Video

· Social Video

· 360 Photo

· 360 Video

· Augmented reality

· Podcast

· Audio

· Social Media

Creative Approach

INSTRUCTIONS: Write this section in as much detail as possible. After reading this proposal, a client should have “seen” the project in their mind. The more detailed you are here, the less likely a client will be “surprised”. The content here is NOT “Make a video” but a description of the “feel” of the various media you will be implementing. You should describe both what you are doing and why you are doing it. Elements included here might be the video or audio editing style, the images or graphic style used, colors, fonts, etc. Some of this may be dictated by the existing brand of the client.
Use of Generative Artificial Intelligence Content

(DELETE THIS SECTION IF IT DOES NOT APPLY TO THIS PROJECT)

INSTRUCTIONS: 

· What element of your project will use generative AI?
· Why are using AI-generated material for this creative element?
· What is the name and URL of the tool you will use?
· Copy and paste the complete set of prompts used to create the AI-generated content.

· If you used source material from other sources as part of your prompts (video, music, text, etc.) provide copies of the source material, whether it was your original creation or from another source such as the public domain, licensed content, etc.

Production Documents
INSTRUCTIONS: Attach the documents you will use for each aspect of the project (see the list below.) Add these to the end of the proposal. 
DELETE any documents that do not apply to this project. ADD any documents that you used. If you are not sure, please ask.
· Storyboard

· Script
· Location Scouting report
· Possible Interview Questions
· Content calendar
· Wireframe of social media post

· Mood board

· Color palettes

· Typeface suggestions

Scope
Task List

INSTRUCTIONS: Use the Task List template to list the tasks that you will need to complete the project. Each task should be assigned to at least one team member; multiple team members can work on one task. Add a due date for each task, so the assigned person knows when they are required to deliver. Some suggested Tasks are listed below.
· Project Brief
· Comparative Research

· Best Practice Research

· Equipment reservation and checkout
· Location Scout

· Scriptwriting or rundown

· Production

· Graphic Development

· Programming

· Post Production
· Distribution or Uploading
Add Tasks specific to your project. Delete Tasks from the list that you will not be using.
Upload your completed Task List to D2L with your completed Project Brief.

You may also use an online scheduling tool like Asana instead of a Task List. Add me as a team member in Asana and upload a document with the URL to your Asana project.
Client Contact 

INSTRUCTIONS: Detailed contact information for the client and/or subject matter expert (SME.) Name, phone number, email.

	Name
	Role
(Client, Subject Matter Expert – SME, etc.)
	Phone
	Email

	
	
	
	

	
	
	
	


Team Members

INSTRUCTIONS: A list of team members, and their positions on the team. (Projects created for this class should include email and phone contact information for team members.)
	Name
	Phone
	Email
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