1.1.1 briefing document

“Company Name”
1.1.1 briefing Document

part one: Project summary


Name of client company: 

Address: 





Tel:  
Fax:






E-mail: 
Web: 

Name of consultancy:  Skylab Design and Communication Ltd

Address: Suite 5, The Sanctuary, 23 Oakhill Grove, Surbiton  KT6 6DU

Tel:  020 8390 0100

Fax: 020 8390 0050





E-mail: dalew@skylabdesign.co.uk







Web: www.skylabdesign.co.uk


Main client contact: 

Main consultancy contact:  
Project title: Re-branding 


Start date:





Completion date: 


Brief description of the (client) business:
(e.g. Established in 1991, we are a privately owned food manufacturer, employing 100 people. We specialize in providing canned beans and pulses to leading supermarkets for own-label products).

Describe the current brand positioning (attach history of the brand or any other documented brand information you have published)

Describe the desired brand position
Describe what you believe you need to do to re-position your brand

Brief description of project and core objectives
(e.g. We wish to launch our own branded range of products to sell directly to health food stores and/or direct to the public via our web site to increase our profit margins by 25%).

Brief description of services you need 
(e.g. Brand identity, packaging structures, packaging graphics; web site design and engineering).

part two: The customer/end-user and his/her needs

Describe your typical customer/user in terms of age, sex, education, cultural background

Describe (if relevant) your future/desired customer/user
Describe why the customer/user needs this product/service and its benefits to him/her.

Describe the current options open to your customer/user (competitive or alternative products/services)

part three: The product/service

Describe what led to the introduction or re-design of this product/service or repositioning of the business/brand 

Describe any innovation your product/service offers and/or any other USPs
Describe what consumer/customer need would be satisfied by the new or re-designed product/service or business/brand re-positioning, that is not currently being satisfied

Describe the product performance/value and its advantages over existing products/services (yours and/or competitors). For example, is the product faster, better, more ergonomic, smaller, lighter, better value, more easily maintained?

Are there any patents pending or trademarks involved?

What is the selling price and pricing strategy? Has research been undertaken amongst current or prospective customer bases to assess the most appropriate price point?

What are the production and distribution costs?

What are the existing profit margins, and what sales/profit/market share increase is the company aiming to achieve, and over what time frame?

How will performance be monitored and measured?

In the case of product development, what are the production lead times?

part four: The market

What is the market size?

Is the market segmented, and if so which segment are you focusing on?

Who are your main competitors? 

What are the drawbacks with their product, service or positioning that your product, service or re-branding can outdo?

On what terms will you compete in the market? Price, competitiveness, unique features, quality, convenience, benefits, niche marketing? Which is important to the consumer/user and why?

part five: Channels to market

Describe how you intend to deliver the product/service/new brand to market
Describe what media will be used to communicate to:

a) existing customers

b) prospective customers

c) staff

d) media

e) to shareholders 

f) other stakeholders

Describe the means by which the customer will access, interact with and buy the product/service/message


Budget
Design and Production


Timing


Sign-off
Who will be ultimately responsible for the sign-off of: 

a) budget

b) creative work

c) production

d) final approval


Intellectual property rights
Describe the company’s policy on IP rights.

Describe the Company’s position on copyright ownership.

Will the consultancy be required to sign a confidentiality agreement?


Signed



Name  …………………………………………………..

and date: ……………………………………………..
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