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INTRODUCTION

Congratulations on taking the first step to planning your
retail design project!

Great creative projects start with a great brief. If you can
communicate your ideas effectively, your entire team and
your design agency will be working from the same page in
no time.

This retail design brief template will guide you through

all the stages of your design project. Each section is
mapped out to help your team to communicate your ideas,
schedules and needs clearly.

HOW TO FILL OUT THIS TEMPLATE

The template allows you to create a detailed creative brief. All the
essentials are included, from project goals and guidelines to budget and
approvals. There is room for a lot of information, but it can be customized
to suit any project, whether you're working with multiple deliverables or a
single task.

To fill out the template, we recommend printing it out then getting your
team together to brainstorm ideas. Once that's done, you can take some
time to fill in each part of the template in detail.

Remember, the more time you spend on the brief and the more detail you
include, the easier the project will be for everyone involved.

Have fun!
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ABOUT THE PROJECT

In this section, think about who the key points of contact for the project are, who will take
the lead and who will act ‘second in command'. Background information on your company
will help your retail design agency to better understand your needs.

PROJECT TITLE

You might be working on multiple retail design projects, so provide a name that will identify this project,
using your lingo.

BUSINESS NAME

PROJECT LEADER CONTACT DETAILS

Name of the person who will be taking the lead on this project. This person will be the main point of contact
but feel free to add a second point of contact if needed.

PRIMARY CONTACT SECONDARY CONTACT
NAME: NAME:

ROLE: ROLE:

PHONE: PHONE:

EMAIL: EMAIL:

BUSINESS OVERVIEW

What do you do best? What is your unique selling point? Include your company history and add any useful
website links.
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PROJECT OVERVIEW

What are you trying to achieve with this project? How do your overall business goals link to this design
project?

DISPLAY DESCRIPTION
What does this retail display need to do? e.g. hold products, sell their USP?

DISPLAY LIFETIME

How long do you expect this retail display to be used for? Is it temporary / semi-permanent / permanent?
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MARKETING GUIDELINES

Now consider who are your customers are and what makes them tick. When it comes to
creating a good retail display, always design with your customer in mind. In this section
you will have this information in one place which will help as a reference in the future.

YOUR CUSTOMERS

Who are they? What is their gender, age group, and location? What is their personal and career situation?
What motivates them?

YOUR PRODUCTS

Tell about the products, you are designing this display for. Sizes and weight are very helpful to know along
with links to more details. Feel free to add info from your other product ranges if you feel it is relevant. Are
samples available?

YOUR COMPETITORS

Who are your closest competitors are and why?
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YOUR SELLING CHANNELS

Where do you sell? In-store, pop-ups, department stores? Airports etc.

BRAND GUIDELINES

Provide an outline of your branding. Fonts, colour hexes, and rules we need to know about. Feel free to
attach a copy of your branding guidelines.

YOUR BRAND STRATEGY

How does this fit with your overall strategy and timeline? Is it part of a wider campaign?
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DESIGN IDEAS

This is the most valuable sections of the template. All those ideas you have about how
your retail display should look need to be transferred on to paper here. There is no such
thing as too much information!

DESIGN AESTHETICS

What is the overall look and feel that you are going for? How do you want customers to feel when looking at
this display?

COLOUR SCHEMES

If colour schemes are different from your usual brand colours, add your pallet here.

INSPIRATION
Add things here that have inspired you in this design. What do you like/dislike?
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FOCUS OF DESIGN

What design elements would you like to be the focus? What is the one thing it NEEDS to have?

BUDGET

Do you have an overall budget for this project? How much are you looking to spend per unit?

QUANTITY AND DELIVERY

How many pieces or units do you need?

Does it need to be delivered? Where to?

LAUNCH DATE

Any soft or hard deadlines we need to be aware of?
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SPECIFICATIONS

Finally, this is the nitty, gritty of the design. This is where you can give direction and
share your expectations.

MATERIALS & FINISHES

Metal, woods, plastics cardboard? Does it need to be from a sustainable source? Matt, satin finishes?

POP MEASUREMENTS

Sizes of the display. Make sure to use mm to give the most accurate information. Height / depth / width /
weight restrictions?

GRAPHICS

Do the graphics need to be interchangeable? Where do they need to be?
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ILLUMINATION

Would you like to have your unit lit? How?

SECURITY

Any security as part of this display we need to be aware of? Do the products need to be locked down in any

way?

ASSEMBLY

Does it need to be fully assembled or flat packed?

ANYTHING ELSE?

Is there anything else we need to know?
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SUMMARY

This template has been created to walk you through all the
aspects you will need to consider in designing point of sale
for your store.

Ready to get started with your project? Send your
completed brief to the KSF Global team and we will
provide you with a quote - sales@ksf-global.com or book
a meeting with a retail solutions expert to discuss your
project one to one.

ABOUT KSF GLOBAL

KSF Global have been helping world famous brands with their retail
design projects for 15 years. Designing beautiful, yet functional displays
is our passion and ensuring that our clients’ plans stay on track is our

number one priority.

WHAT SETS KSF APART?

Since 2005, KSF Global have built up a trusted reputation and a strong
track record by providing adaptable and reliable solutions for our
customers' in the ever-changing retailing environment.

For many clients, we have become their “Key Success Factor”, by ensuring
a powerful synergy from concept to completion. For retail professionals
everywhere, KSF Global are delivering the successful implementation of
display projects and showing our clients improvement in terms of quality,
time, cost, communication and sustainability.
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