PHOTOGRAPHY BRIEFING CHECKLIST
Use this checklist to ensure that your website photography project is a success. Print this out, and after each item is done, check the corresponding item’s box on this sheet to keep track

. 


1. Project Overview
· Purpose of the photoshoot
· Target audience
· How and where photos will be used (website sections, social media, print, etc.)
2. Brand Information
· Brand tone/style (e.g., professional, relaxed, creative)
· Visual references or inspiration
· Brand guide (Logo, colour palette, and typography - if applicable)
3. Shot List
· Specific shots needed (e.g., headshots, team, workspace, products, projects, candid interactions)
· Quantity of images
· Orientation needs (horizontal, vertical, square)
· Any required crops (e.g., hero images with negative space)
4. Logistics
· Date, time, and location(s)
· Lighting considerations (natural vs. artificial)
· Wardrobe guidelines (if people are being photographed)
· Props or equipment needed
· On-site contact person


5. People
· Who will be photographed?
· Do you need models, employees, or customers?
· Are consent forms or releases needed?
6. Deliverables
· File format and resolution (e.g., high-res, web-optimized, transparent backgrounds, clear-cut)
· Number of final edited images
· Deadline for delivery
· Naming conventions or folder organization (optional but helpful)
7. Post-Production Preferences
· Editing style (light, moody, vibrant, black & white, etc.)
· Retouching needs (e.g., background cleanup, skin retouching)
· Branding overlays or consistent filters?
8. Budget and Contract
· Confirm pricing, payment schedule, and what’s included
· Copyright usage terms
· Cancellation or rescheduling policy

[image: ]Need assistance with your website project? Get in touch! Hello@envydesign.co.nz

image1.jpeg
WEBIDESIG




