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TEMPLATE 01

Project Inquiry Form
Capture the information needed to decide whether a project is a fit and prepare a focused reply.

Client or company Name and organization

Primary contact Name, email and phone

Project type Campaign, editorial, event, product, portrait, interior or other

Target shoot date Preferred date plus one alternative

Location City, venue and access notes

Decision deadline When the client needs your response

Project brief

Purpose Where the images will be used and what they must achieve

Audience Who should respond to the images

Deliverables Estimated image count, orientation, crops and formats

Usage Channels, regions, duration and paid media use

Creative direction Mood, references, mandatory elements and exclusions

Budget range Production budget and whether usage is included

Fit check

  Scope is clear enough to estimate☐   Budget range is workable☐

  Timeline is achievable☐   Usage is defined☐

  Decision maker is identified☐   Next call or reply date is agreed☐
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