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BUSINESS UNIT:  	[BU Name]
OWNER:		[Main Point of Contact]
PROJECT NAME: 	[Project Name]
DATE SUBMITTED:	[Date]
APPROVED BY:	[Name & Date]
AGENCY APPROVAL: [Date]


THE ASSIGNMENT
In a few words, what are we making? Why are we making it? What’s our goal?  


TARGET
To whom are we communicating? Include relevant demo information, buying patterns, etc.


KEY MESSAGE
What is the single thought we want to put across to the target?


COPY POINTS
Are there any specific product points that we need to include in the final asset(s)?


TONALITY
Each brand has a tone it wants to communicate – “playful and fun”, “sophisticated”, etc. Please list no more than 3–4 attributes here.   


DELIVERABLES
List out all items that need to be delivered at the end of the project. 


SPECS
Include any specs for deliverable assets. For standard social specs, please confirm with digital strategy.


MANDATORIES
What absolutely must be in the creative?  Specific logo, tagline, product shot, language/phrasing, etc. If you want a certain product shot include, a screenshot in the appendix.  Note – if specific creative assets are needed (e.g., new photography/photoshoot), please detail it here


TIMING
Please detail when this piece should be in-market. What is the materials deadline? Project management to confirm full timeline and attach final schedule. 


BUDGET
Do we have a budget for out-of-pocket costs (aka non-Agency related expenses)? Please detail it here.
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