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Feel free to use this document to brief your graphic designer on your next design project!


Dear designer,

Thank you for taking the time to quote my project, here is some further information to help you provide a comprehensive quote.

Please address the quote to: [your name] at [business name]

The name of this job is: [name your job]

Our budget is: $[if you have a set budget]

The deadline is: [xx/xx/xxxx]

We require the following files formats: [.jpeg, .png, .tiff, .pdf, .eps etc.]

Summary of the job: [why you’re getting something designed, who your audience is, how the design will be used, if you need multiple versions, if there’s an approval process, if you need a code or disclaimer included, if it’s confidential etc.]

This design is for: [online] or [offline] or [both]

The size/dimensions I need are: [XYZ – or if you don’t know tell them you need guidance]

I [have/have not] attached draft copy for your reference.

I [will] be supplying my own images. For print, I acknowledge these are high resolution and I [have/have not] noted within the draft copy where some of these must go.
I [will not] be supplying my own images and need you to source or create your own. I [have/have not] noted in the draft copy what types of images I think would work.

Any further notes on the imagery: [xyz]

I have included the following as attachments for your reference [delete as required]:
· A brand style guide
· A rough sketch
· Examples of similar designs I like with notes on what I like about them
· Draft copy in a Word document
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