
All brief examples have been produced or adapted by Mark Madsen in line with the 

conventions and requirements of a brief.



When working in the media industry, you will most often be producing work for a client. A brief is a

document that summarizes a client’s campaign objectives and/or communications strategies and solutions

to meet objectives. There are various types of briefs clients will distribute to creatives looking to find work

internally or externally.

Briefs will often be responded to with proposals outlining how they plan on carrying out the client’s

objective. This may include budget/legal negotiations, formats, platforms, salary etc.

The client in the following examples is a Music Label named Heard Well founded by Connor Franta, Andrew
Graham and Jeremy Wineberg which focuses exclusively on producing compilation albums and playlists

featuring unknown or undiscovered artists. They have contacted my “company” DesignMonk to

commission designs for there upcoming playlist Vintage Euphoria.

Often, briefs can open up many opportunities for artists and independent media companies to learn,
improve and expand their skills, as well as increase their client list. These briefs can provide these companies

with more experience, and therefore prepare them for bigger projects. In the case of Heard Well, working

for such a company may give you an opportunity to connect with their clients and the musicians that work

with them. The Heard Well label specifically works with digital influencers, who will often have other

professions. These professions may require commissioned work and therefore provide independent media

companies opportunities for more work.





A formal brief must be written and recorded, be it in a document or email and must include a

set of rules, regulations and other information required for the production company to produce

an outcome. Often, after a formal brief is sent, both parties will negotiate a meeting to

deliberate what to add in perhaps a second, more developed formal brief. The meetings

should be recorded. All communication through email is formal and legally binding and

therefore should be documented.

A Commission is when a large media company hires a smaller, independent media company to

create a product for them. The independent media company must carry out its own research

and formulate its own ideas and proposals. Commission briefs will consist of very basic details,

and an overall objective; the rest is up to the production company. Commission briefs have to

be negotiated between the two companies which can lead to conflict.



Connor Franta

This email was sent directly to an independent design 

company of Heard Well’s choice. 

The commission brief has been attached.

This makes it clear who the proposal is for.

The email is formal because the relationship is new.

Design concepts are attached to make sure the client is okay 

with the product they wish to pay for. 
A salary is proposed

Here, the Heard Well Company has formally emailed DesignMonk with an 

attachment of an official Commission Brief. This email has made it clear 

that Heard Well would like DesignMonk to produce promotional material 

for a specific project by the name of Vintage Euphoria. 

In response to the brief, a proposal has been sent by the 

independent design company as a means to clarify what it is 

the client wants. In this response, I have attached a mood 

board to express my initial ideas, as well as a deadline, and a 

salary proposal. 



The target audience is provided to 
help inform the designers ideas and 
designs.

By giving the contents of the playlist, 
the designer can  has a better idea 
of what the material he is designing 
is for.  In other cases, this will be 
replaced with examples and other 
references to give the designer a 

better idea of what the client wants.

This is the main part of the brief. Its 
details what it is they are asking for, 
detailing the product specifically with 
a general expectation of how the 
Heard Well would like it done.  

This commission brief outlines what it 
is the client is looking for without 
limiting the artists creative freedom. 
The details are basic, only revealing 

the feel and style of what they 
want, and what sort of response 
they are looking to evoke rather 
than an actual design idea or 
template. They have provided a 
target audience to give the artist an 
idea of who it is the art is for, to 
better inform his product, and to 
ensure a more appropriate design. 
They expect the artwork to contain 
an element of the artists personality. 



Formal briefs are documents and the flexibility of the project can be different depending on the

brief and its level of detail. Commissions are generally quite flexible and will always be followed by

a proposal which often will include salary and budget negotiations as well as ideas and concepts

within the artists discretion. Of course, it is unsure whether the client will accept the idea, but that is

usually why both parties will engage in a negotiated brief to discuss amendments and finalize

ideas. Commission briefs are recorded, and are a stepping stone in the commission process and

most often are legally binding. Also, legally, anything produced by the independent design

company for the client is the clients and can’t be used by it’s artist in any commercial manner.

I believe formal briefs are best for new relationships due to its simplicity, forwardness and formality.

They are good for establishing a new connection. Formal briefs through email allow for an easy

exchange of information and ideas. By emailing a formal commission brief, it gives space for the

artist to brainstorm ideas and concepts for a solid and impressive response. It also allows artists to

experiment and further their ideas before bringing them to the clients attention. Commissions are a

good way to develop an artists portfolio, and allow for the artist to develop a definitive style of

their own by still meeting the clients standards and expectations. Commission briefs can turn to

negotiated briefs and eventually official contractual briefs if necessary.



A negotiated brief is developed over a long period of time and has flexible parameters. When

negotiating, you must maintain an open dialogue and record everything. It is best to get things

signed off by the client on a day to day basis to ensure that you are both on the same page.

This is where both parties can work together to make amendments to proposed final products,

and can lead to a final contractual brief. Throughout a project, the independent media

company will be given a deposit, then usually two running costs and a final payment.

An informal brief is relaxed and does not have to be recorded on paper. These briefs can be

conducted through group meetings, presentations or even casual one on one conversations

over the phone. It is always smart to record these telephone calls to ensure both parties pull

through. Informal briefs won’t have many constraints and will often be quite flexible. Both parties

would usually have an existing relationship. It is best to produce a formal brief following an

informal brief.



Negotiations can be conducted over 

text and other more informal means of 

communication. 

It is always smart to record meetings, telephone and face-to-face negotiations for legal 

purposes. 

The date prevents confusion 

and allows both parties to track 

their activities throughout 

negotiations.

The attendees of the meetings must be 

stated and named at the beginning to 

ensure there is no confusion.

This text thread details informal negotiations 

with the client and the artist. The parties are 

planning a meeting to discuss and decide 

upon or contractual brief.

Although an ‘informal’ structure, it is still best 

to maintain a formal lexis and to refrain from 

using slang or text abbreviations. 

This document details the discussion 

between the client and the 

independent design company and has 

been recorded in transcript form. 



Negotiated brief is the outcome of negotiation between a client and an independent design

company. They are very flexible and all ideas and communications between the client and the

artist must be recorded but does not have to be in an official document. These negotiations can

include any amendments or new proposals regarding the project be it the salary, budget, legal

constraints and conditions as well as new ideas. Although the discussion is not legally binding, by

recording the discussion, certain elements of the meeting can be used in court. These negotiations

will often lead to official contractual briefs which are definitely legally binding.

I believe negotiated briefs are best for companies with a history of working together and with a

good established relationship. Negotiated briefs allow for both parties to input their ideas rapidly

and elaborate on smaller details of the brief. The informality of it allows for a more relaxed,

comfortable environment with less constraints and regulation and more freedom to express ideas

and concepts. The negotiated brief also gives both parties the opportunity to develop a new brief

that adheres to both their standards and expectations. Often, negotiated briefs will lead to a more

official contractual brief to ensure both parties follow through.



A Contractual brief is a contract that explains rules, legal specifications, salary, deadlines and

other specifics concerning the project. They must be signed at the end by both client and

producer. Usually, contractual briefs must be signed off by finance, legal, security and creative

divisions of both parties. These briefs have no leeway and the parameters are solid. There is no

room for change or development and when breached can lead to legal action. If the client

changes the contract, it has to be resigned by both parties. Often, a contractual brief will have a

payment clause meaning that if the brief is breached the client must pay.



Contractual briefs and agreements will often 

consist of a high number of articles 

concerning the rules of the partnership. 

Everything must be agreed upon by both 

parties and should only be finalized after 

extensive discussion. 

It is best to have an attorney consult on 

contractual briefs. They will know how to 

write a secure brief, and also make sure that 

there are no loopholes or gaps. 

These documents must be signed by both 

parties lower down the document.

The date of sign off is recorded.

Make sure the project is specified.
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Contractual briefs must be discussed, consulted and agreed upon by both parties before finalization. It

is also smart to consult a lawyer or other experts in law to ensure the solidity of the brief in the rare case

the court gets involved. Once the brief is finalized – after negotiation – both parties must sign the

document as evidence that they have agreed upon the rules, regulations, salary, budget and other

conditions. If the client or independent design company wishes to amend elements of the contractual

brief after publication, they must consult each other and negotiate a new brief. If the new proposal is

refused, then there is nothing the proposing party can do but continue following the original contract.

I believe contractual briefs are best to conduct after a long and extensive development process.

Contractual briefs are a great way to ensure both parties hold up their ends of the agreement and

produce the right product for the client. They are good for new relationships that still lack an element of

trust, to prevent any confusion and conflict. The brief allows for both parties to be clear on what their

objective is. The primary issue with contractual briefs is that it makes it harder to make amendments

once signed on both ends and limits the artist ability to develop their idea further. The contract clauses

can also be used in court if any conflict were to surface, and would cost both parties a great deal.


