Project Communications Brief

Project Name :

Please fill in each field to provide the internal or external Communications customer with as much accurate information about the project as possible. Try to keep your descriptions concise. Note: The boxes will expand to accommodate text.  
Project Summary/Description :
Clear, concise description of project.
	


Current Background/Competitive Positioning: 
Briefly discuss the current market landscape. Please include competition, market realities, obstacles, etc.
	



Target Audience:
Who are we trying to attract? Include demographics, psychographics and geographic details for primary (and possibly secondary) audience(s). Where is the target’s mindset now? What are their pains? What inspires them? What are their 
current vs. desired perceptions of the product/company? Be specific.
	


User:
Will the target audience use the piece directly or will the sales force implement the piece? Include any relevant cultural, geographic, gender information, etc.
	


Desired Brand Voice/Personality:
How should the message be message perceived—creative, fun, warm, active, casual, formal?

In certain instances a voice has already been established (e.g. for web pieces), but outline what the Communications customer requests so that we are on target.
	



Key Benefits: 
What’s in it for the audience?

	


Key Business Objective: 
What should this piece achieve (e.g., educate customers, raise awareness, create excitement, sell more devices, etc.)?

	


Key Message: 
Write down one or two key ideas that are most important to the project’s success.
	


Call to Action: 
What do you want the target audience to do as a result of this piece? What is the target audience’s next step?
	


Creative Strategy:
Indicate any mandatory elements to be included: Logos, key visual images, key words and phrases, key contact information, connection to existing marketing materials, legal concerns, information hierarchy, specific internet links etc.
 Note: These elements should not conflict with corporate branding structure.
	


Proposed Deliverables/Distribution: 
What deliverables does the Communications customer envision (e.g., brochures, posters, web page, e-blast, invitation, etc.)? 
	



Functionality/Technical Requirements: 
Does the Communications customer need a website, database, multimedia presentation, printed collateral? How will these deliverables be accessed, delivered, distributed, executed (via CD, web, e-blast, etc.)? What are the ECO, regulatory concerns, legal ramifications and limitations that affect desired outcomes?
	


Testing Requirements

How does Communications prove project ROI? How will audience response be measured (surveys, interviews, client feedback, etc.)?
	


Timeline Expectations for Major Milestones

What are they key milestones and the time-to-market that business anticipates?
	


Resource Requirements

What is the ideal resource pool, skillsets for this project to be executed?.
	


Approval Process/Project Timeline: 
Indicate major milestones, key launch points and an estimate of the shelf life of the produced project. Include any special instructions regarding process and development. This timeline does not have to bee too detailed or specific. Be brief.
	


Anticipated Budget:

Indicate any budget constraints or concerns.

	


Other:  
Add any key information not covered under the previous items.

	


Customer Signature:  ________________________________
Title: ________________________________
Date: ________________________________

Accepted by (Marketing Communications Representative):


________________________________

Title: ________________________________
Date: ________________________________
