
FIRE DRILL 5% 5% of Creative Services project 
work may fall into this category.
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 Project 1  Project 2  Project 3, etc.

Copywriter develops a first draft of copy and shares with 
project owner.

Project owner reviews the draft, marks revisions, and 
returns copy to copywriter.

Copywriter completes revisions and sends document back 
to project owner for additional review or final copy approval.  

Project owner gives copy final approval and routes to 
art director, keeping the copywriter in the loop. 

Contact the Creative Director.

Project owner submits project to PR. 

Creative makes revisions based on PR input.

Project owner submits project to SS for final approval.   

Creative is notified that the project has been approved in SS. 
Creative prepares final files for production and distribution.      

Using approved copy, art director and copywriter complete 
initial design and shares with project owner.

Project owner reviews design, marks revisions, and returns 
project to art director. 

Art director completes revisions and sends project back. 

Project owner approves design. 

Complete a Project Primer for each tactic you need. The 
Project Primer should align with a Creative Brief and be 
shared with the creative team before meeting.

Meet to kickoff and discuss your specific project(s). At or 
before the meeting, Creative Director will help determine 
staffing needs (art director, copywriter, digital, etc.) 

Timeline for most projects: ~ 4 to 8 weeks (varies based on 
project complexity, workflow within Creative, other factors) 

1

2

3

4

5

6

9

10

11

12

13

14

7

8

*

90%PROJECT PRIMER(S) 90% of Creative Services project 
work should fall into this category.
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Identify the problem you need to solve, and prepare 
background materials.

Summarize the problem and the background in the Creative Brief.

Share the Creative Brief and background materials via email with 
the creative team, ideally 2 or 3 days before the initial meeting.
Bring the creative team and your team together to discuss the 
problem, background, and direction

Creative prepares and presents original ideas to solve the problem. 
Your team and creative agree on a concept (or concepts) to 
proceed with.
Tactical planning begins—how will this concept be executed? 
What specific deliverables would be effective?

The Creative Brief is for conceptual work and “big ideas”
that tie projects together into one campaign. The 

Creative Brief gives framework to campaigns.

Once the Creative Brief is done, Project Primers should be completed for each deliverable needed.

Every project needs a Project Primer, which outlines each 
specific deliverable. Deliverables should (but may not always) 

fall within a campaign established by the Creative Brief. 

5% of Creative Services project
work should fall into this category.CREATIVE BRIEF 5%
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Creative Services Workflow Every project will fall into one of three categories.


