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Content brief for: [Project Title]

Date work can start: [Month day, year]

Deadline(s): [Month day, year]

Client name: [Include department name or contact person]

Client contact(s): [Include name(s) and email(s), if applicable; if there’s more than one,
specify who to contact when]

Project overview

What is the content request? What triggered the need for this content? Where does this project fit with the overall
marketing strategy?

[Project needs]

Deliverable(s)

Define each deliverable (or focus on one if each deliverable would benefit from its own content brief). What are
the page and word count requirements? What will the design look like (for example, final size, brand standards,
visuals)?

o [Deliverable 1]
o [Deliverable 2]
o [Deliverable 3]

Purpose

What is the goal of the content? What is the intended outcome (for example, primary care visits will increase by
10%)? How will you measure the success of this project (for example, page traffic, leads, appointment requests)?

[Purpose information]

Messaging

What is the single most important message you want the audience to take away (one sentence that summarizes
your unique selling point)? If you aren’t sure, consider: what are the features, benefits and/or value of your
product or service to the intended audience (prioritize the top 3—-5)? What makes it stand apart from the
competition? What is the call to action? What should the audience think, feel and/or do?

[Messaging details]

Audience

Who is each deliverable for? What are audience demographics (for example, gender, location, age or knowledge
level)? Do you have any audience research or personas to share? What does the audience already know about
this topic?

[Audience information]
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Resources

What resources should the writer use to develop the deliverable(s)? When will all source materials be available?
How will you share the resources? Are there any examples to reference?

Will there be SME interviews? If yes, how many and with whom (include name, title and contact information).
Who will introduce the writer?

[Resource information]

Metadata and search

Is there a keyword resource or SEO research analysis to share? How should the writer handle
keywords? Are there keywords they must include? Are there other specific metadata requirements or
requests?

[Metadata details]

Style guide

Is there a style guide to share? If not, should the writer follow AP style or something else? Do you have a
template? Do you have any brand, tone or voice guidelines? If not, do you have any informal brand
guidance? Is there a preferred reading level for written content? If so, do you use or prefer a specific
readability tool or scale, such as Flesch-Kincaid?

[Style guide information]

Review process

What is the review process like? How will reviews happen (for example, emailed Word docs, SharePoint, Gather
Content)? How many people will review? How many reviews should the writing team expect, and how long do
reviews take?

[Review process overview]

Other notes
Are there any other project considerations, constraints or limits?

[Other notes]
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