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Completing this brief will help Characters provide you with the copy you want. However, don't worry if there are some bits you can't complete. Feel free to talk it through on 01793 619626 or email info@characters.ltd.uk
	Company
	
	Date
	

	Job name
	
	Job number
	

	Client contact and telephone number
	
	Characters contact
	

	Who is responsible for commissioning the work?
Please also provide names and contact details of other people the writer may need to get in touch with.

	

	Who is the communication aimed at? (target audience)
Please describe the people who will read the communication. If it's a business audience, please also confirm their roles and responsibilities.

	

	What are your target audience's needs/issues/problems/challenges? How will your service/product help them?

	


What does the project involve? 

E.g. ad, brochure, website, direct mail.

	


What media is involved?

E.g. A4 or A5, number of brochure/website pages.
	


When do you require the copy?

	


What is the purpose/objective of this communication?

E.g. to persuade, inform, remind.
	


What is the background to the project? Why has it come about?

	


What should the reader think/feel/do after reading the copy?

	


What is the brand’s tone of voice?

	


What tone of voice do you require for this project?

	


Please provide full supporting information for the brief.

This could be anything from a few sentences to a few pages for more complex product/services.
	


Are there any brochures/reference materials that will help Characters with this project? If so, please confirm where we may obtain them.

	


Please read this brief carefully. 

If you are happy with its content, please sign below.
	Client contact
	
	Characters contact
	

	Date
	
	Date
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