	Step
	Description

	Client Project Contacts:



	

	Background:
-What is the product or service of the organization?
-What are their strengths, weaknesses, opportunities, and threats?
	

	Overview:
-What are we creating & why?
	


	Audience:
-Who are we talking to in the video?
-What are client demographics?
	

	Objective:
-What is the end goal of the project?
-What medium of content do you want to create?
	


	Competitive Differentiators:
-Who is the competition?
-What differentiates the product/service/company?
	

	Tone:
-What emotion should the video convey?
-What adjectives describe the desired feeling, personality, or approach? 
-Is this focused on lifestyle or corporate benefits?
	

	Message:
-What are we saying with this piece?
-What do we want the audience to take away?
	


	Visuals / Moodboard:
-What are some visuals you like, or want to mirror, that you have seen elsewhere? 
-How do existing style guides and brand identity manuals affect this project?
-What permissions must be received to use company logos or interview representatives?
	

	Details on Deliverables:
-How would this content be shared?
-What formats do you want the content in?
	 



	Production:
-What do you plan on demonstrating or highlighting in the video? People? Environment?
-What tools will be necessary while on-site?
	




TEAM LETTER:
NAMES:
