Creative Briefing Worksheet

	Today’s Date:
	

	Project Name:
	

	Project Contact Name:
	

	Company:
	

	Department/Title:
	

	Phone:
	

	Email:
	

	Website URL:
	

	
	


WORKSHEET CHECKLIST - Please be sure to provide the following items for this creative briefing and send to: service@community-commerce.com . Contact us for information on uploading large files to our FTP site.

___
Creative Briefing Worksheet (completed)

___
Company logo image file*

___
Other images files* (such as products shots or current campaign)

*JPEG image file format in high resolution of 300 dpi or greater

Q1: Exactly who is this postcard or email going to? (i.e. customers, prospects, tradeshow attendees) 
Q2: What is the general message (or offer or call to action)? (i.e. visit booth #2321, discount on orders placed at the show, see our new line of children products, call ahead for an appointment, get 10% off your purchase)  


Q3: Please provide the following information exactly as you want it to appear on the postcard.

a) Booth number  

b) Website URL 
c) Sales contact information on postcard (name, title, phone, email) 
d) Exact copy you want for the postcard (or as an attachment) Note: a simple and clear call-to-action is best, no more than 150 words.

Q4: Other special instructions:
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