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Event Overview
	Event name
	

	Event type (conference, networking, awards, etc.)
	

	Event date(s)
	

	Location / venue
	

	Estimated number of attendees
	


Schedule
	Start time
	

	End time
	

	Key agenda items
	

	Access times (setup / early access)
	


Objectives and Communications
	Primary purpose of the event
	

	Key messages to communicate
	

	Target audience
	

	Intended use (website, social, PR, internal)
	


Key Coverage Requirements & Shot Priority
	Key moments to capture (e.g. speakers, networking, awards)
	

	VIPs / important attendees
	

	Branding / signage to capture
	

	Any specific shots required/ Must-have shots
	

	Important but secondary shots
	

	Intended use (website, social, PR, internal)
	


Deliverables
	Turnaround time
	

	Priority images required (if any)
	

	Number of final images expected (if specified)
	

	File format requirements
	


Access and Logistics
	Parking details
	

	Accreditation / passes required
	

	Security or access restrictions
	

	On-site contact name
	

	On-site contact details
	


Additional Notes
	Confidentiality / NDA requirements
	

	Any restrictions on photography
	

	Other important information
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