
Brief / Scope Worksheet
➥ Client Info
(Name of main contact, company, phone, email address, and billing address.)

➥ Type of Project 

(e.g., website, brochure, etc.)

➥ What are your main objectives? What are you hoping to achieve? Be specific. 

(e.g., increase awareness of new product, get people to sign up for our newsletter, get people to visit our store.)

➥ Who is your audience? What are some examples of typical customers? Include demographics (gender, age, etc.), psychographics (interests, opinions, values, lifestyle, fears/pains), etc. 

(Ex., I’d like to target 25 - 40 year-old pregnant or soon-to-be pregnant women who are also busy professionals / executives who worry about how they’ll balance their family with their career.) 

➥ How does your product / service help or add value to your target audience? What problems does it solve for them? 

(e.g., My bar plays football games that don’t run locally, so people from other states can still see their favorite teams play. It also allows fantasy football players to see multiple games at a time.)

➥ What offer(s) are you making? 

(e.g., discount, free downloads, BOGO)

➥ What are the must-haves? 
(e.g., keywords, product names, discount codes)

➥ Are there any style requirements?

(e.g., use AP style, make it funny, use our special formatting template)

➥ What supporting materials will I need to review? (Please attach.)
(i.e., product demo video, spec sheet, previous advertising materials, interview a person)

➥ What do you want potential customers to do? What is the call to action?
(i.e., call for an estimate, go to our website and fill out a survey, etc.)

➥ What is the ultimate expectation for the finished product?

(include things like length or word-count; specific submission requirements, like a template, document type, or credentials for a blog CMS; etc.)  

➥ What is the timeline? What are the milestones, if any? 

(i.e., deadlines for initial draft, etc.)

➥ Who are the stakeholders and how may I contact them? 

(These are the people who need to review my work or have input.) 

➥ Are any parts of this project dependent on another project or consultant or vice versa? 

(e.g., a designer is waiting for my copy or I’m waiting for someone to provide info) 

➥ Is there anything else you think of that I need to know about this project?
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