Marketing and Public Affairs

	Project Brief - Photography 



	· Brief should be submitted to David Elkins, Marketing & Public Affairs Multimedia Specialist. Via email delkins@une.edu.au, extension 3770. Please cc Michelle Gapes Email: Michelle Gapes mgapes@une.edu.au  or phone 6773 4271 to ensure a replacement photographer. In the event of the photographer/media specialist not being available you may incur cost to employ an external provider.

Part A: To be completed by project owner

	Date project brief completed and sent to photographer
	

	Date project brief received
	

	Project owner including contact details
	

	Contact details for liaison at photo shoot (if other than project owner)
	

	Faculty/Unit
	

	Photographic project (eg farewell)
	

	Date and time of required photo shoot
	

	Location (eg Booloominbah, studio, lecture theatre)
	

	Specific shots requirements (eg Vice-Chancellor with Dean)
	1.

2.

3.

4.

	End use for shots (eg media, print material)
	

	Any special requirements? (please consider whether portrait or landscape or if eg space for heading required)
	

	Method for despatch to project owner (eg CD, database upload)
	

	Project owner’s signature
	

	Part B: To be completed by Photographer
	

	Job Accepted 
	 Yes (if yes book into Meetingmaker)
	  No 
	

	If No
	  Brief Incomplete


	 Clarification Requested
	

	
	  Conflicting photo shoot


	 Other (eg leave)
	

	Comments / Clarification Request
	
	

	Date job completed and uploaded to database
	
	

	Signature
	
	Date
	
	


PLEASE NOTE: It is UNE policy that images of children under the age of 18 years cannot be uploaded to the photo database and cannot be used for marketing purposes without written consent from BOTH parents/guardians.
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