Company headshot brief
New starters joining an existing team page
Fictional first brief. Some details are still to agree. The blank template follows on the next page.
Team and purpose
Photograph 18 new starters for our team page and their company profiles. The new photographs need to sit alongside our existing staff headshots.
Style to match
Light grey background with a head-and-shoulders crop. We will send the team-page link and original examples so you can check the lighting, framing and finish.
Location and setup space
We propose using a meeting room at our office. Our office manager will send room measurements and phone pictures before we confirm it. They will arrange access and keep the space clear.
Attendance and scheduling
Our office manager will arrange attendance around staff availability. Two people have limited availability that morning. We will agree session times after confirming the style and setup.
Selection and files
We would like one finished photograph per person, chosen during the session. Please discuss two crops of that photograph, one for the team page and one for profiles, with files named using each person's first and last name.
Dates and delivery
Shoot date to agree. The website update is due before our next recruitment campaign. Our marketing manager will confirm the final image deadline before booking.
Budget and approval
Budget to confirm. Please quote for 18 people with the selection and file-naming requests above. Our marketing manager will approve the matching style; our office manager will organise the day.
Open questions and references
Will the meeting room work? How much time should we allow for attendance and selection? We will share the existing image examples, room photos and an attendance list before the shoot.


Company headshot brief
Your editable template
Replace these prompts with your notes. Delete anything that doesn't apply. Open questions are welcome.
Team and purpose
[Company, number of people, purpose and where the headshots will appear. Note any future matching needs.]
Style to match
[Background, framing and finish. Link existing images or references, with original files where available.]
Location and setup space
[Office address, room measurements, photos, available facilities, setup access and the name and number of your contact.]
Attendance and scheduling
[Who organises attendance, fixed availability, breaks or shift changes, and anything that would help people feel comfortable.]
Selection and files
[Finished photographs per person if known, who chooses and approves them, crops, file names and any website specifications.]
Dates and delivery
[Preferred date or date range, staff availability, final delivery deadline and whether you need a few images before the rest.]
Budget and approval
[Budget if known, what it should cover, decision-maker and the person organising the session.]
Open questions and references
[Questions and links to the team page, style references, room photos and attendance plan. 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  |  




