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How to write a brief



How to: Write an effective brief for
your next marketing/design project

B Do you know what you want your next marketing or design project to achieve?

B Do you want to know the most effective way to explain it to the team who will be
working on it?

Our years of experience producing effective marketing and fundraising materials
for our clients have enabled us to develop helpful processes for briefing a team and
producing creative work that meets (and in many cases exceeds) requirements.

Having a clear template for a written brief is a great help when sharing details of
projects with team members because it can:

1) Reduce time taken to explain a project to those who will be working on it
2) Set very clear goals and expectations of the piece of work

3) Provide useful background knowledge to a project

4) Lead to increased understanding of the project/intended outcomes

5) Reduce the length of time a project takes to reach completion (as fewer amends
are necessary)

We have therefore produced the following template (over the page) which we hope
you will find useful when planning your next marketing or design project.

To ensure accuracy when briefing a project it is also helpful to remember the
following top tips:

1) Be concise
2) Only include relevant information
3) Don’t use jargon words (or explain any jargon words you do have to use)

4) Deliver your brief in person if possible



GENERAL SUMMARY

e.g. Project deadline

What is your project?
e.g. Marketing campaign, fundraising objective, Website development, brochure design etc.

Please provide some key information about your organisation, such as:
 Core mission, vision and values. Core products and services

 Any relevant historical or current information

» Anything UNIQUE about your organisation

Similar organisations to yours include:




SPECIFIC DETAILS OF THIS PIECE OF WORK

What is the specific purpose of your project?

What is (are) your objective(s)?

Please detail any particular challenges (to your objective) or barriers that need to be overcome

Please provide short profile information about the key people (audiences) your project needs to connect with / relate
to including any information about segmentation and data selection from your database (if relevant).




If you could only communicate ONE message to your audience with this piece of work, what would it be?

Other Key Messages:

Please include any information about your Case for Support, Fundraising / Brand / Product Proposition and / or Ask
levels if relevant.

Please supply any information about your content / copy / information to be included, including any stories and facts.

Who will be supplying the copy for the piece and when will it be available?

Who will be supplying the images for the piece and when will they be available?

e.g. What sort of format are you wanting your final item to take? le is it a DM mail piece/A5 bangtail with response
mechanism, website, 16 page brochure etc.

Page types (& pages)

Main functional requirements:

Any examples, either of your own material, or of any other material that you've patrticularly liked/disliked the style of
and brief details of why you like or dislike it. (Please make it clear whether you are mentioning something because
you like or dislike it)

e.g. specific requirements, needs regular updating etc




BRAND AND STYLE

Do you have Brand
Guidelines?

(and if so, where can
they be found?)

Logos Please provide details

Fonts Please provide details
Tone & Style

Please supply any information about the tone and style of your brand and therefore of this project. e.g. Imagery,
language; formal/informal
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