[image: image2.jpg]



[image: image1.jpg]




Copywriting
brief
Agency/client:

Job number:

Job title:
Completed by:

Date:

Product/service background
1. What is the correct name and listing of your company/product/service?

2. What does your company/product/service do – why does it exist? Please fill in or attach any important background information on the company (history, size, competitive position, etc.)

3. What is the typical cost of your company’s product/service?

4. What targets have been set for your company/product/service in the next year?

5. How is your company (and its products or services) perceived in the marketplace? 

6. What other communications channels have been used in the past, and which are currently being used to promote the offer (e.g. press, PR, ad campaign etc). Also, do you already have a house style and can you supply us with examples of this?

7. Do you have specific brand values?


Communications objectives

1. What are your chief communications objectives?

2. How will the materials be used? (e.g. as a leave-behind after a sales presentation, as a follow-up of request for more information, at exhibitions, etc).

3. How do you want to position yourselves? What do you want your reputation to be? (e.g. budget store, up-market centre)

4. What consumer reaction would you like to achieve? Do you want them to do something? (e.g. request more information, ask for demonstration, call this number)


Selling proposition
1. What is the main message to be communicated?

2. What are the secondary messages?

3. How would you describe the main features/benefits of the company/product/service? (For each feature, please describe the relevant benefit)

4. What is the support for the promise/benefit? (The proof)

5. Is there a USP (unique selling proposition)?

6. What general impression do you want to create in the mind of the target reader? What is the preferred tone of voice?

7. How does the product or service make the customer's life better? What evidence do you have to support this claim? Why should the audience believe your supporting evidence? 


Competition
1. Who are the main competitors (in order of market share, if possible)?

2. How does the product compare with the competition? (Cover both advantages and disadvantages)

3. Is the competition actively promoting its product in the marketplace and how (please give any examples, including websites, brochures, personal experiences)?


Target audience
1. Who is the target audience you wish to reach?

2. Are there any specialist sub‑groups within the target audience (national, ethnic, professional, academic, etc.)?

3. How large is the target audience? (e.g. <100, 100-1000, 1000-5000, etc)?

4. Are we targeting new or existing clients?

5. Are there any major target accounts?

6. Is any market research available?

7. Is a market study feasible to get more information?

Media
	Item
	Explanation

	Corporate identity
	

	Name development
	

	Logo
	

	Business cards
	

	Slogan
	

	Headed letter paper
	

	
	

	Internal communications
	

	Company magazine/newsletter
	

	
	

	External communications
	

	Direct mailer
	

	Brochure
	

	Advertisement
	

	Radio commercial
	

	Television commercial
	

	Billboard
	

	
	

	PR
	

	Magazine article/advertorial
	

	Press release
	

	
	

	Multimedia
	

	Internet site
	

	Intranet site
	

	CD-ROM presentation
	

	Webvert
	

	
	

	Other:
	



Production logistics
1. What is your budget? (including or excluding production and media?)

2. What are the deadlines for concept development and/or final work?

3. Are there any other special requirements?
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