
client brief

[3] product & service:

[4] product benefits:

What are we promoting? What should be said about this product or service? Why 

does your audience need it? What problem does it solve for them? What does your 

product focus on?

Of those products and services, what is the one benefit that the product or  

service offers the customer? What should be the key customer take-away from  

the communication? Is it unique? What makes it special?

[1] mission statement: What are the values and foundation of your company? What do you enforce or 

promote? What is at the core of your establishment?

[5] reason of belief:

[2] target audience:

What are the supporting points to your product?  What is your “yardstick” for 

success? What does your company and product have over the competition?

Who specifically are you trying to reach? What does your “people market”look like? 

Is it a specific demographic? Age group? What are the key benefits to this audience?
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Preferred method of contact:

Text Message

Phone Call

E-mail

Is there anyone else authorized to approve decisions? What is the size of your company?

Are you a local business planning to expand? 

Mid-sized company looking to grow nationally?

What industry does your company fall in (ie: medical, food, retail, 
travel, etc.)?

[6] communication  
      objective:

What is the single most important benefit/message you want to communicate?  

Do you want to generate inquiries? Increase awareness? Increase traffic sales?

[7] expansion:  

[8] usage:

Are you a local business planning to expand nationally?  

Mid-sized company looking to gain local popularity?

Where will this design be used? Please provide a rough estimate of reproduction 

and the application of the design. Where will it be utilized? (Letterheads, mailers, 

website, e-mail campaign, etc.)

[9] editorial copy:  Please provide any taglines, headlines, etc. that are needed for design creation.  

If you have already worked with a copywriter, please provide any content created  

or, if you need editorial support let me know!

[10] additional notes: Anything else you’d like me to know about the project?

HELLO! Please provide your answers by filling in the blanks below with as much detail as possible. Feel free to include any 
images or samples of colors, ideas, or other design work (logos, websites, mailers, emails, etc.) that you like, which visually 
corresponds to the direction you are envisioning. These examples, and the following questions, are significant to the design 
process in order to start us off on the same foot. Take your time to think about the most accurate and concise answers. If 
you have a business brief or plan that addresses some, or all, of the questions feel free to forward it as well.

Once you are finished, save this PDF, and email it to hello@ashleygaffney.com. I’ll get back to you via email with any 
questions or a completed quote.

Note: This form requires Acrobat Reader 7 or higher in order to save it (which you’ll have to do to email it). To get the latest 
version of Acrobat reader, click here.

Once you have completed the worksheet, save this PDF and email it to: hello@ashleygaffney.com. Or click the button down 
below. I will be in touch shortly with any follow-up questions, or a complete project quote.

Thank you for your interest in Ashley Gaffney Design!

I’LL BE IN TOUCH!CLICK HERE TO EMAIL THIS FORM STRAIGHT TO ME!

I would like my logo to use: Ashley-llc or Ashley Johnson, LLC.

On the business cards I would like to include: 

 – (Name) Ashley

 – (Address) PO BOX 346, Denver, CO 87110

 – (Website) www.ashley-llc.com

 – (Telephone) XXX-XXX-XXXX.
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