


Subject: Promotional Product Project Briefing


Hello [Name],

We are pleased to share the key details for our promotional product project:
· Occasion / Theme / Purpose*: [please fill in]
· Target Audience*: [please fill in]
· Delivery Date / Event Date*: [please fill in]
· Planned Order Date*: [please fill in]
· Quantity*: [please fill in]
· Budget / Price Range*: [please fill in]
· Product Colors (pref. in Pantone C): [please fill in]
· Customization / Finishing (e.g., type / no. of colors): [please fill in]
· Size Restrictions (e.g., for shipping / distribution): [please fill in]
· Material Requirements: (e.g., no PVC): [please fill in]
· Packaging (none / standard / special solution): [please fill in]
· Other Requirements: (CSR / Compliance, Production location, etc): [please fill in]
· Previously Used Products: [please fill in]
· Own Ideas, Requests, Product Suggestions, Favorites: [please fill in]

· Desired Date for First Ideas / Concept Proposals: [please fill in]

Thank you, very much and best regards,

[Name*]
[Company*]
[Phone*]
[Email*]

*Required fields
