Event photography brief
A company awards evening
Fictional first brief. Some details are still to agree. The blank template follows on the next page.
Event and purpose
Photograph our company awards evening for the staff announcement, sponsor follow-up and promotion of next year's event. The emphasis is on award recipients and the atmosphere of the evening.
Event date, coverage and venue
Event date to confirm. Requested coverage is 6pm to 10pm. Our organiser will send the venue address, setup access, parking and room layout, plus their name and mobile number for the day.
Running order and overlaps
Arrivals at 6pm, sponsor reception at 6.30pm and awards from 8pm. The winners' group photograph follows the final award. Our organiser will share the detailed running order and flag changes.
People and priority photographs
We need arrivals, the sponsor reception, every award presentation and a winners' group photo. Our organiser will gather the winners beside the stage. We will share presenter names and sponsor branding details.
Style and restrictions
Natural photographs of guests talking, plus clear presentation photographs. We will confirm any no-photography areas and how the organiser will identify guests who should not appear.
Early images and final delivery
We would like ten approved images for a 9am announcement the next morning. Our communications lead can review from 8am. Please discuss when they would need the first selection, allowing time for approval. Full-gallery deadline and approximate image count to agree.
Budget and approval
Budget to confirm. Please quote for the requested hours and early image delivery. Our event organiser approves the coverage plan; our communications lead approves images for the announcement.
Open questions and references
Does any overlap need additional coverage? Is there enough time for the winners' group? Our organiser will share the venue plan, running order, sponsor list and key-person references.


Event photography brief
Your editable template
Replace these prompts with your notes. Delete anything that doesn't apply. Open questions are welcome.
Event and purpose
[Event name, audience, purpose and where you will use the photographs.]
Event date, coverage and venue
[Event date, venue address, coverage hours, setup access, parking and the name and mobile number of your contact.]
Running order and overlaps
[Attach the running order. Highlight key moments, simultaneous sessions, room changes and who communicates schedule updates.]
People and priority photographs
[Key people, awards, group shots, sponsor details and reference photos. Name who gathers people for arranged photographs.]
Style and restrictions
[Style references, venue or stage restrictions, guest photography arrangements and how your team will communicate exclusions.]
Early images and final delivery
[Early images: how many, when needed, who approves and when they can review. Agree delivery time before approval. Add the full-gallery deadline and rough image count if known.]
Budget and approval
[Budget if known, included costs and who approves the coverage and image use.]
Open questions and references
[Questions and links to the latest schedule, venue plan, people list and sponsor details. Add a brief version date.]
Ready to share?
If we're already speaking by email, reply with your brief. Otherwise, get in touch at connormollison.co.uk/contact/. Check that I can open your reference links.
Connor Mollison Photography  |  




