
[bookmark: _mm0g622xvca]Copywriting brief [template]
[bookmark: _yu02i2w0qlhe]Topic
This could be an outline of the subject of your blog post or a specific title for the article. 
[bookmark: _ywxartz5mfhs]Length of text
Enter the desired length of the content piece, either:  
· Number of characters with/without spaces - e.g. 16,000 characters,
· Word count - e.g. 2,000 words, 
· Number of pages (specifying font/font size, line spacing, or margins) - e.g. 10 pages in size 12 Times New Roman font, double spaced, or
· Any other specific, measurable way to determine content length. 
[bookmark: _4gzzg5fqu03m]Due date
Be specific here, e.g. enter a date instead of saying ‘in 2 weeks’. 
[bookmark: _kwbkdaa21ohr]Purpose of the text
Enter at least one goal or purpose for the content piece, and be specific here! 

An informative content piece is going to sound completely different to a sales-y piece. If the goal of your article is to encourage readers to make a purchase, specify the products/services you want to promote in your brief and their advantages. This will help your copywriter to put forward the messaging you want. Remember, they’re not experts in your business - you are!

You can just write this section in dot points. Here are some examples: 
· Share information,
· Get sales, 
· Be educational, 
· Provide customer support (i.e. after a sale), 
· Increase brand awareness, 
· Introduce a new product, 
· Increase search engine visibility.

Some other examples of a purpose or intent of an article could be: 
· To inform,
· To describe,
· To convince, or
· To tell a story.

[bookmark: _a9n8lnqpzuv2]Place of publication
Let the writer know where the article will be published. Content published on the internet might require less stringent word count than something that will be printed. Having an idea of where the content piece is going will help the writer create a piece within your requirements.
[bookmark: _tji4h2rg8s1l]Target audience
This will help your writer create a piece that appeals to your target audience and get the message across better. One tip here is to try to add a few extra sentences about your target audience’s knowledge level. This could be in regards to their reading level, understanding of the industry, brand knowledge, and so on. 

Here’s an example of a clear target audience outline: 
‘Target audience: 25-40 year old women, from cities with more than 200,000 inhabitants. Unfamiliar with brands, beginner (requires industry definitions, simple reading level)’.  
[bookmark: _jhiu0p2k68qr]Text formatting
If you have an idea on how you’d like your article to be formatted, it’s worth pointing this out to the writer in your brief. This can include if you want specific headings or subheadings, how many sections you’d like to include, whether you want certain information to be highlighted, and so on. 

Some elements you may want to add here include:

· Text hierarchy, e.g. headings and subheadings (H1 - H6),
· Whether you’d like the piece to be divided into sections,
· Any ordered or unordered lists,
· Quotes,
· Whether you’d like them to source pictures and write captions.
[bookmark: _ie7g00uaf7v5]Language
Here make it clear whether you’d like the language to address the reader directly or be impersonal. You can also add whether you’d like the language to be formal or conversational. 

Addressing the reader:
· Impersonal language: ‘When watering roses, it is important to avoid watering their leaves and flowers’, 
· Second person: ‘When you water roses, make sure you avoid watering their leaves and flowers’, 
· First person plural: ‘When watering roses, we always make sure to avoid watering their leaves and flowers’. 

Tone of voice:
· Informal: Allows slang and other more casual usages.
· Neutral: Restricts slang but allows standard casual expressions.
· Formal: Restricts slang and colloquialisms.

You could also add instructions for a more specific tone of voice, for example, funny, technical, confident, urgent, optimistic, or serious. 

[bookmark: _z0xm3h8uzysd]Business information
Here you might want to highlight some important information about your business and its values, to ensure the content piece is in line with your brand image. You can also add any information about your business that you’d like highlighted in the article, for example, quick postage or dedication to quality.
[bookmark: _k0ow4nd92twx]Competition
Try to name a few of the most important players here, and include a sentence or two about how your business differs from each competitor. This will help the writer to highlight the advantages of your products/services over competitors. 
[bookmark: _4sq62mi5oc6y]Additional guidelines
Here you can list any additional guidelines for your writer. These could include: 
· Keyword research,
· Certain phrases you want used in the content, 
· Sources you would like included, or asking your writer to include sources, 
· Choosing images for the article or for a social media post,
· Preferred method of contact, and
· Any other important information you’d like to note. 
[bookmark: _ibur5bhhe6x0]Contact information
It’s worthwhile to add the best mode of contact at the bottom of a copywriting brief. Sometimes the person who sends the brief is not necessarily the person you want to reach out with any questions, so add any details here for communication. 

This could include:
· Name,
· Email address,
· Phone, and
· Company details.
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