EXTENDED FRAMES    /    FREE B2B PRODUCTION RESOURCE
B2B Explainer Video
Budget & Scope Worksheet
Editable project brief • Existing-materials assessment • Quote comparison
Use this worksheet before requesting video-production quotations. Fill in what you know, leave uncertain fields blank, and send the same brief to each potential partner. No pricing assumptions are prefilled.
01  Project brief
Company/project:  
Project owner:  
Date:  
Primary audience:  
Where the video will be used:  
What should the viewer understand after watching?
	Main message
	Supporting information/restrictions

	


	



	


	





Target duration (if known): 
Required delivery date: 
Project requirements and constraints (accessibility, compliance, languages, formats):
	Notes

	







02  What do you already have?
Mark the current status honestly. “Approved” means decision-makers have signed off and the material can be used for production.
	Material
	Status/link or file location
	Owner/notes

	Script
	☐ Not started   ☐ Draft   ☐ Approved
	

	Storyboard/scene plan
	☐ Not started   ☐ Draft   ☐ Approved
	

	Brand guidelines
	☐ Available   ☐ Missing
	

	Illustrations/graphics
	☐ Available   ☐ Need creation
	

	Product screenshots/footage
	☐ Available   ☐ May change
	

	Voiceover/audio
	☐ Available   ☐ Need recording
	

	Other assets
	
	


Script-readiness questions
	Review question
	Notes

	Does narration fit the intended duration?
	

	Is the wording approved and immutable?
	

	Are product and technical claims verified?
	

	Are visual cues or scene descriptions supplied?
	

	Who approves proposed script changes?
	



Important: Ask the studio to flag content issues separately. Do not assume it may rewrite an approved client script.


03  Scope for vendor quotations
Ask each vendor to complete the inclusions and exclusions consistently. An unchecked item is not automatically included.
	Production responsibility
	Needed?
	Who provides / important notes

	Discovery/message development
	☐ Yes  ☐ No
	

	Script review or writing
	☐ Yes  ☐ No
	

	Visual direction
	☐ Yes  ☐ No
	

	Storyboard
	☐ Yes  ☐ No
	

	Original illustrations/asset adaptation
	☐ Yes  ☐ No
	

	2D / motion graphics / 3D animation
	☐ Yes  ☐ No
	

	Voiceover and sound
	☐ Yes  ☐ No
	

	Captions/accessibility
	☐ Yes  ☐ No
	

	Aspect ratios / alternate versions
	☐ Yes  ☐ No
	

	Editable source files/ownership
	☐ Yes  ☐ No
	

	Future update arrangement
	☐ Yes  ☐ No
	


Approval and review
Who consolidates feedback?: 
Review rounds and stages required:  
Changes likely during production (interface updates, compliance, stakeholder input):
	Notes

	






04  Compare vendor quotations
Use actual written quotes only. Leave all monetary fields blank until received; compare like-for-like scope rather than price alone.
	Comparison
	Vendor A
	Vendor B
	Vendor C

	Vendor/contact
	
	
	

	Quote amount (currency)
	
	
	

	Script/discovery included?
	
	
	

	Storyboard/artwork included?
	
	
	

	Animation/audio included?
	
	
	

	Deliverables/versions
	
	
	

	Revision terms
	
	
	

	Source files/rights
	
	
	

	Delivery timeline
	
	
	

	Extra-cost triggers
	
	
	

	Internal team work required
	
	
	


Decision notes
Which differences in scope explain the differences in price?
	Notes

	




Which proposal best covers the required work? What must be clarified before approval?
	Notes

	




Reminder: A supplied script can reduce writing scope, but storyboarding, visuals, animation, and audio may still need to be produced.
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