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Photography project brief
This brief is optional. You can request a quote using the website form without completing or attaching it. Share 
only what you know and leave undecided details as TBC.

The sections follow the website enquiry form. If you have already filled it in, add only the extra details here. An 
existing brief or run sheet is fine too.

1. Contact Information
Your contact details
Full Name
Type here

Organisation / Company (optional)
Type here

Email
Type here

Mobile / Phone Number
Type here

2. Your Event
What you know so far
Event Type
Type here

Event Date or Estimated Month
Type here

Venue & Suburb (or Multiple Venues)
Type here

Estimated Hours of Coverage
Type here

Not Sure Yet is fine. For more than one day, use the optional schedule on the next page.
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3. When You Need the Photos
Timing and use
No specific deadline / I have a deadline to discuss. Keep the option that applies and add any dates below.

Delivery deadline and intended use (optional)
Type here

4. Anything Else We Should Know?
Additional details
Event Details or Questions (optional)
Type here

Document link (optional)
Type here

Other contacts, access notes or photography restrictions (optional)
Type here

Extra planning details (optional)
Skip these tables if you have a run sheet. Add rows in Word for extra days, venues or photos. Flag sessions 
that overlap.

Schedule

Date / time Venue / room What is happening

Photos you need

Person / activity / detail When / where Priority / notes

If you use this brief, email it when ready. Coverage, cost, delivery and usage are agreed before booking. Extra 
requests are included only if agreed in the quote.
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