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	Brief for event



	Client
	

	Client Company name:
	Insert here

	Project name:
	Insert here

	Project Ref:
	Insert here

	Point of contact (Incl. contact details)
	Insert here



	Key details 
	

	What is your event? Please give details.
	Insert here

	When and where do you plan to host this event?
	Insert here

	Do you require support with event planning?
	Insert here

	Do you require support with on-the-day management?
	Insert here

	Do you require support with post-event roundup?
	Insert here



	Event scope
	

	What is the purpose of the event? I.e. to increase brand awareness, educate others
	Insert here

	What are they key components of your event? I.e. breakout rooms, Q&A panel
	Insert here

	What are the key themes of your event?
	Insert here

	Is it a paid event?
	Insert here




	Venue
	

	Do you require support sourcing a venue?
	Insert here

	What kind of venue? I.e. a hotel, a town hall
	Insert here

	Do you have any specific venue requirements? I.e. central location, ample parking
	Insert here

	Do you require catering? If so, please specify.
	Insert here

	Do you have AV requirements? If so, please specify.
	Insert here

	What room setup do you require? I.e. theatre
	Insert here

	Do you require a stage / panel area?
	Insert here

	What is your venue budget? 
	Insert here



	Audience
	

	Who is your ideal attendee?
	Insert here

	Why would somebody want to attend this event?
	Insert here

	What do you want to convey to them? 
	Insert here

	How do you want them to respond?
	Insert here

	How many attendees are you anticipating?
	Insert here

	Will there be attendee participation? I.e. Q&A format 
	Insert here

	How will attendees register for the event? I.e. online, invite only, etc.
	Insert here




	Speakers
	

	Will your event have a guest speakers?
	Insert here

	Do you require support sourcing speakers?
	Insert here

	How many speakers do you require?
	Insert here

	What topics would you like to see covered?
	Insert here

	What is your speaker budget?
	Insert here



	Creative
	

	Does your event have a specific brand? I.e. outwith typical organisation branding
	Insert here

	Do you need support with event creative collatoral? I.e. branded pop-up banners, brochures etc 
	Insert here

	Do you need any other creative support? I.e. PPTs, etc 
	Insert here



	Measurement
	

	What are the KPIs/measures of success?
	Insert here



	Budget
	

	What is the available/expected budget range for the project?
	Insert here



	Approvals
	

	Has this brief been approved internally by relevant decision-makers?
	Insert here

	Who needs to be involved in the project approvals process?
	Insert here



	Comments
	

	Any additional notes?
	Insert here
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