READ AND FOLLOW THESE INSTRUCTIONS: 

· Delete all GREEN TEXT and type your project’s information below it in black.
· Replace all RED template text with your project information and change the color to Black. 

· Edit the header and subhead text as needed. 

· Delete subheads and sections that don’t apply to your project. 

· Save the file using this filename format.

· LAST NAME - PROJECT TITLE project brief SEMESTERYEAR

· EX. ONEILL - 360 VIDEO project brief FALL2024

Suggestions:

1. Be as specific as possible in all sections. Use data and percentages where available.

2. In the Best Practice Media Research, explain clearly how you'll apply each best practice to your specific project.

3. In the Creative Approach, break down the content structure in seconds to clearly understand the chosen format's constraints.

4. Always align your creative choices with your project goals and audience preferences.

Delete this instruction page before submitting your Project Brief.
Proposal for

Project Name
Client’s Name
Prepared by: Your Name or Team Member Names
Email(s): 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 how to use its products to Client X’s customers.
Needs Analysis

INSTRUCTIONS: Why is this project needed? 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. Include:

· Current situation or problem

· Desired outcome
· How this project will bridge the gap
Audience Analysis

INSTRUCTIONS: Provide detailed demographics of the primary audience you are trying to reach with this project using the format below. Include:

· Age

· Gender

· Ethnicity

· Income

· Education level

· Occupation

· Personality traits

· Lifestyle

· Media use habits

· Device preferences

· Relevant interests or hobbies

Include information about any secondary audiences, following the same structure.

Goals

INSTRUCTIONS: Based on the project objectives and audience, what will the audience know, do, or feel after engaging with this project? Use action verbs in creating your goals. (E.g., "After engaging with this project, 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 audience's goals that will use your project. Be specific and measurable where possible.
· Goal 1

· Goal 2

· Goal 3

Comparative Research

INSTRUCTIONS: Insert the results of your Comparative Research here. This should include an analysis of at least 3-5 similar projects or competitors, focusing on:

· Their approach to solving similar problems

· Strengths and weaknesses of their solutions
· Lessons that can be applied to your project
Strategies

Media Selection

INSTRUCTIONS: Describe the media used and explain why it is appropriate for the project's objectives, goals, and audience. Your description should never be "Because that is the assignment." Include:

· Why this media is effective for reaching your target audience

· How it aligns with the project goals

· Any limitations of the chosen media and how you'll address them

Potential media options include:

· Online Video

· Social Video

· Virtual Tour
· 360 Video

· Augmented Reality

· Podcast
· Live video stream
Best Practice Media Research
INSTRUCTIONS: Research and identify industry standards, recommendations, or proven successful approaches for your chosen media type (video, podcast, social media, etc.). Your research should focus on finding established techniques or methods professionals use to create effective content in your chosen medium.

For this section:

1. Find at least three (3) different best practices that are relevant to your project

2. Complete all columns in the table below for each best practice

3. Cite specific examples from successful projects or campaigns

4. Explain how you will incorporate each best practice into your project
This is the format for your best practice information.

	Name of the Best Practice
	URL of the Example
	Why is this a best practice for this kind of project?
	How will you apply this to your project?

	[Name the specific technique, approach, or standard]
	[Provide a link to a real-world example of this best practice]
	[Explain why this approach is considered effective, including any statistics or evidence if available]
	[Describe specifically how you will implement this best practice in your project]


Example:

For a Social Media Video Project:

	Name of the Best Practice
	URL of the Example
	Why is this a best practice for this kind of project?
	How will you apply this to your project?

	Opening Hook Within First 3 Seconds
	https://example.com/video-hook
	Research shows 65% of viewers who watch the first three seconds will watch for at least 10 seconds. A strong hook increases viewer retention significantly.
	Our videos will open with striking coffee pour shots or time-lapse customer transitions to grab attention immediately.

	Optimizing for Silent Viewing
	https://example.com/silent-optimize
	85% of social media videos are watched without sound. Clear visual storytelling and captions ensure message delivery regardless of sound settings.
	We will include animated captions for all dialogue and create visually clear sequences that don't rely on audio to convey meaning.

	Vertical Video Format
	https://example.com/vertical-video
	Vertical videos receive 13.8% more engagement on social media as they occupy more screen space on mobile devices.
	All our content will be filmed and edited in 9:16 format, optimized for mobile viewing on Instagram and TikTok.


	Name of the Best Practice
	URL of the Example
	Why is this a best practice for this kind of project?
	How will you apply this to your project?

	[Name the specific technique, approach, or standard]
	[Provide a link to a real-world example of this best practice]
	[Explain why this approach is considered effective, including any statistics or evidence if available]
	[Describe specifically how you will implement this best practice in your project]

	
	
	
	

	
	
	
	


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 implement.

You should describe both what you are doing and why you are doing it. Consider including:

· Overall style and tone

· Visual elements (color scheme, imagery, graphics)

· Audio elements (music, sound effects, voiceover)

· Content structure or flow

· Any interactive elements

· How the creative approach aligns with the project goals and audience preferences

The client's existing brand may dictate some of these elements. If so, explain how you're incorporating or adapting the brand guidelines.
Scope
Task List

INSTRUCTIONS: Use the Task List template (see the project website or D2L) to list the tasks needed 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. Add Tasks specific to your project. Delete Tasks from the list that you will not be using.

· Project Brief
· Comparative Research

· Best Practice Research

· Equipment reservation and checkout
· Location Scout

· Scriptwriting or rundown

· Production

· Graphic Development

· Programming

· Postproduction
· Distribution or Uploading
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 for the online tool and upload a document with the URL to your project.

Client Contact 

INSTRUCTIONS: Detailed contact information for the client or subject matter expert (SME.) Name, phone number, email. (To add another row for another person, place your cursor in the bottom right cell and press the TAB key.)
	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. To add another row for another person, place your cursor in the bottom right cell and press the TAB key.)
	Name
	Roles and Responsibilities
	Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	


Production Documents

INSTRUCTIONS: Attach the documents you will use for each aspect of the project (see the list below for potential documents needed.)
· Storyboard

· Script

· Location Scouting report

· Interview Questions
· Episode run down

· Publishing mete data

· Content release calendar

· Social media post wireframe
DELETE any documents that do not apply to this project. ADD any documents that you used. If you are not sure, please ask.
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