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Agency Briefing Form
This briefing form is one that Fountain provides to our clients to help them prepare their briefs.

Different clients will use it in different ways 

· Some use as a prompt for their own style of briefing

· Some complete as it is in full 

However they use it, they all find that a template helps them focus in on the key information that we need to respond effectively to their requirements.
We hope that you find it useful too.
	Client contact:
	
	Date of briefing:
	

	Agency contact:
	
	Delivery deadline:
	


	1. The problem/opportunity

	Describe the nature of the project, and the sector of your of your business it is designed to support

	· How has the project come about

· Market context and positioning

· Who are the competition/what are they doing?

· Geographic  territories


	3. Target audience(s)

	Who are they? What drives them? Their role in the purchase decision?

	· Demographics – Gender, age, etc 
· Key motivations – What makes them act? What emotion can we connect with? 
· Key issues – What are their problems that we can solve?

· Characteristics – Where do they access information? What types of media do they consume?


	5. Objectives

	Campaign objectives? Specific, Measureable, Achievable, Realistic, Timed

	· e.g. increase market share, brand awareness, perception change

· What do we want the audience to A) Think, B) Feel, C) Know, D) Do, as a result of this activity?


	6. Brand proposition

	Unique selling point in 12 words or less

	· Focus on the single-most important/valuable benefit the proposition delivers

· Supporting benefits/messages?

· Other current or proposed marketing programmes/campaigns?


	10. Evaluation

	If this communication is successful in achieving its objectives, how will we know?

	· How will the success of this project be measured? (Do we have KPI’s? ROI benchmarks?)
· Quantitative vs qualitative metrics?

· Tangible vs intangible metrics?

· Over what time scale will we track performance of this communication?

	


	11. Budget and timing

	What are the timescales associated with this activity? When should the activity/campaign be launched? 

	· Overall budget, pitch budget 

· Key campaign timings
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