
[bookmark: _gjdgxs]Content brief

A list of key questions to cover off in a brief and get your project off to a great start.

A content brief sets out everything a project needs before work begins. It is usually written by a client, product owner, or project manager — not the content person — but content strategists and designers often share this template to prompt a better brief, or work through it collaboratively with a project owner. Use it at the start of a new piece of work, before you write a proposal, create a project plan, or start to spec anything out.

[bookmark: _1xe3r3ipw2p]Summary
What's this all about, in a single sentence?

[bookmark: _n1rocsyegwfa]Hypothesis
What do you think this work will achieve, and why? What assumptions are you making?

[bookmark: _uq7mob3ttxk6]Goal
What's the goal at the end of this piece of work? And how will you know if you've been successful?

[bookmark: _qbqvsxmpgto1]KPIs and metrics
Are there any KPIs or metrics for this piece of work?

[bookmark: _buy817wdywyj]Proposition
What's the proposition (for the brand, product, or service as appropriate)? This is the common ground between what your organisation wants to achieve and what your audience needs. For example: 'We help first-time donors understand the impact of their gift, so they feel confident giving again.'

[bookmark: _3kb4leenw3d5]Audience
Who is the audience for this? What do they need? What are the key insights? Include links to user research, personas, user journeys, etc.

[bookmark: _xlsclcy0th0k]Messaging
What are the main points you want to communicate to the audience?

[bookmark: _vhspdl4usoiu]Current landscape and context
What's happening now? What have you already done as part of this piece of work? What research, artefacts, or deliverables should this work draw on? Include links to any relevant documentation.

[bookmark: _l9u8q4rpescm]Deliverables
What are the key things that this work needs to deliver? Be very specific — come up with an itemised list, and include formats too, if relevant.

[bookmark: _bg3gol8jkc0j]Scope
What should this piece of work include? What doesn't it include?

[bookmark: _13r26beecyhj]Standards and constraints
Are there any guidelines, policies, or non-negotiables that this piece of work needs to take into account?
[bookmark: _n6mvsp4oh1kh]
[bookmark: _siqxeo25z8t9]Timeline
What's the deadline? When are the milestones? Why now?

[bookmark: _gpxz4uk4xp2p]Risks
What could go wrong? What's your nightmare outcome?

[bookmark: _u0bv9r5rqd57]RACI
RACI stands for: Responsible (does the work), Accountable (owns the outcome), Consulted (gives input), Informed (kept in the loop). Who is responsible, accountable, consulted, and informed — for what?

[bookmark: _8lk158lwij7q]Budget
What's the budget?



[bookmark: _m7esnf2no274]Further reading
· Creative briefs – what they are and why they still matter, Warc
· On the necessity of briefs, client briefs, and creative briefs, Martin Weigel
· How to write a design brief to keep your web design projects on track, Shopify
· Why constraints are good for innovation, HBR
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