Animation Project Information Template
Section 1: Project Overview
Project Title: Name of the animation project
Project Type: Animation
Client Name: 
Client SPOC (Single Point of Contact): 
Internal Project Code / ID: 
Project Brief / Objective:
Project Kick-Off Date: Date of official initiation
Expected Go-Live / Delivery Date: Target date for completion
Mode of Delivery: Online / Offline / Hybrid / Event-based
Languages Required: List of languages for voiceover/subtitles/onscreen text
Confidentiality Level: Open / NDA Required / Internal Use Only
Site Visit Required: (Yes/No) – (if applicable)
Section 2: Team Structure
Project Manager / Team Lead: 
Creative Lead / Director: 
Support Lead: 
Technical Lead: 
Art Lead / Designer: 
Animation Lead: 
Voiceover Coordinator: 
Quality Reviewer / QA Lead: 
Team Members: 


Section 3: Animation Project Details
Style of Animation: 2D / 3D / Motion Graphics / Whiteboard / Mixed
Storyboard Status: Not Started / In Progress / Final
Characters Required: Yes / No / Mascots / Human / Custom
Background Style: Realistic / Stylized / Flat / Abstract
Section 4: Design & Branding Needs
Client Branding Guidelines Provided: Yes / No
Fonts / Logos / Brand Colors: Upload or reference
Custom Graphics Needed: Yes / No / Icons / Mascots / Posters
UI/UX Design Scope: Applicable if animation includes interactive elements
Templates Required: Slide decks / Posters / Manuals / Others
Section 5: Technical & Delivery Specs
Output Format(s): MP4 / GIF / Web Animation / Others
Resolution: HD / Full HD / 4K / Adaptive
Hosting / Deployment: YouTube / Client Server / Cloud App
Backup Required: Yes / No / Frequency
Version Control: Enabled / Manual / Git / Dropbox / Internal
Section 6: Review & Approval Plan
Milestone Reviews: Script / Storyboard / VO / Animation / Final
Client Review Frequency: Weekly / Bi-weekly / On Milestones
Review Team (Client Side): Names and roles
Internal Approval Steps: Before submission to client




Section 7: Costing & Commercials
Estimated Budget: Approved internal or client budget
Payment Terms: 30/60 Days / Per Milestone
Billing Milestones: Storyboard Approval / First Cut / Final Delivery
Third Party Costs: Voiceover, Stock Footage, Licenses, etc.
Travel or Logistics Budget: If applicable
Section 8: Risk & Dependency Notes
Potential Risks: Storyboard delays, VO availability, rendering issues
External Dependencies: Client approvals, third-party tools
Backup Plan / Fallback Options: In case of delay or changes
