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Don’t hesitate to call me on 07770 988880 if you have any questions or need help.

COPYWRITING REQUIREMENTS BRIEF
CONTACT
Your name 
COMPANY
Your company name 
TELEPHONE
Your telephone number
WEBSITE
Your website
EMAIL
Your email address
DATE
00/00/20--
1. What do you need the copy for?

i. Website

ii. Advert

iii. Email campaign

iv. Brochure

v. Branding

vi. Product description

vii. Sales letter

viii. Other (please tell me)

2. Please supply 3 of your main competitors’ URLs?
· www.example1.co.uk
· www.example2.co.uk
· www.example3.co.uk
3. What are you exactly? 
Engineering company, building company, architect… get the idea?
4. What do you do?
We…
5. Who do you do it for/ your target market / typical customer?
Our market is typically…
Their persona type is…

They come to us because…

6. What is typically your customers’ biggest problem?

It may sound a bit strange, but your customers choose you because you solve a problem. In my case, customers choose me because they want more sales, have difficulty in conveying a message, or lack a strong marketing presence… get the idea?

7. What are the main messages you want to get across?
Think about your product/services, the benefits…
8. Do you require any original concepts to be adopted?
It’s nice to be amazingly different, but it’s not always necessary. 
We can discuss, but tell me here if you have any ideas.
9. How big is your company?
We have x offices
We employ x staff

We are located in…

10. What do you want a visitor to do as a result of visiting your site? (This is known as a ‘call-to-action’ objective)
Pick up the phone…
Submit an enquiry

Buy a product…

Other… tell me

11. Would you consider running an offer or promotion?
Yes / no… please give details.
12. Where are your customers located?
In London… UK… all over the world
13. What image do you adopt?
Friendly, professional, trustworthy… funky, corporate… Tell me
14. What are your three main USPs (unique selling points)?
Contrary to popular belief, you don’t have to have a USP (but it helps)
Tell me about yours. Don’t say “we provide excellent customer service”, that’s a given.

15. Have you won any awards or achieved any accreditations you wish to shout about?
Yes / no. Tell me about them.
16. For websites: Do you have any specific Keywords/Phrases you would like used? 
(I can offer further advice on this).
We’d like your advice
17. Where can I get the main bulk of the information I need?
Brochure / website… 
18. What tone should the copy take?
Friendly/informal/funny/corporate – what voice would you like?
19. Websites: What pages (navigation) need to be written? 
Use the table below.
If you’re unsure, we can discuss this.

20. Do you have any idea how many words per page you may require? 
Use the table below.
Again, we can discuss if you’re unsure.

	PAGE NAME
	 
	WORDS
	 
	NOTES/KEYWORDS

	Home
	 
	250 
	
	

	About
	 
	300 
	 
	 

	FAQs
	
	600
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	 
	 
	 
	 
	 

	
	
	
	
	


21. Do you have any other creative/copywriting requirements? 
Yes. Need branding advice and strap-line suggestions. 
Thanks for taking the time to complete the brief.

Please supply any further information you feel would be useful.
�





Please complete this template and send to: jim@jimmorrissey.co.uk 
















