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CREATIVE BRIEF 
WORKSHEET
Use this worksheet to make notes and ensure you have all the information you want to include 
in your creative brief. The PDF is interactive, so you can fill it in on-screen, or print it off and 
write your notes by hand. The choice is yours.

1. ABOUT YOUR BUSINESS
Include details such as company history, present positioning, and where you want it to go. Cover things like the size 
of the company, and how long you have been trading, as well as listing your products,  and your USP.
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2. YOUR AUDIENCE
Describe your current audience, and any new audiences you want to target. Give details about age, gender, 
location, interests, income. Anything which you believe is relevant to your business.
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3. YOUR CURRENT DESIGN
Why do you feel your current design needs a change? How do you feel it is failing? How long have you used it? 
What do you like about it? What do you feel is currently working?
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4. YOUR NEW PROJECT
What do you want your new design/project to achieve? Who are your main competitors, both locally, and 
nationally? Do you want to rebrand, or stick with the existing brand? Will you be adding new content as part of the 
redesign? Who will be creating this new content? Who will supply any assets, such as photography?
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5. EXAMPLES AND REFERENCE
Provide examples of designs you like and explain why? Do you like the images or colours used? Perhaps you 
admire the tone of voice they use to engage visitors? Do you like the navigation of a particular website? Maybe 
you like an unusual die-cut shape of a printed leaflet. 

Save images, or take screenshots and save them into a folder. When you are ready to send out your creative brief, 
this folder can be compressed and emails with the brief.
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6. OTHER SUPPORTING ACTIVITIES
Do you expect to need printing to be arranged on your behalf? Will you need consultancy or support for a period 
after the project goes live? Will you need the sourcing and/or purchase of other elements, such as domain names 
for websites, or PR coverage of an event. for example.
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7. YOUR BUDGET
No need to be exact. Just a ballpark figure would be useful to judge the level of work needed. If you have a budget 
for the design stage and then an additional annual/quarterly budget for the printing and or maintenance then 
mention this here too.
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8. YOUR DEADLINE
If you have a specific date for completion make a note of that here. If your deadline is more flexible you can give 
a date range. Be clear if it is set in stone or not. If you are working in phases, give a deadline for each step of the 
process.

IN SUMMARY
The more information that you can provide your design agency with, the quicker you will get a thorough reply and the 
more accurate the costing will be. As every project is unique, a working proposal can take many hours to prepare as 
many potential solutions to your brief will be explored. 

The agency will use this information to work out a timeframe and estimate for the work. They will also likely come 
back with details about additional suggested elements that you either didn’t think about, or had no knowledge of. For 
example, you may need to purchase a plugin to get your new website to work how you want, or add finishing to your 
printing to get the desired look.

The agency will also address assets that they will require from you, such as logo files, product images, typefaces, etc.

Remember you are outlining what you want from this particular project. It is down to the creative agency to work out 
how best to achieve these results. That’s what you are paying them for. So try not to focus too much on what you want 
your design to look like. The information you have provided will help your agency form an impression of what you want 
to craft in order to best appeal to your target audiences..
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