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* to be used when there is a web component 
What is the purpose of this communication?

This is where you state the business and communications goals/purposes of the piece.

Who are we talking to?

Identify and describe the intended audience(s).
What is the key insight?
This is your opportunity to share information, which is not obvious, about the audience(s) you wish to connect with or about the program/department itself.

What is the brand positioning?

Always remains:
“Global thinking, shaped here”
What is the single-minded idea that needs to be communicated?

At the end of the day, this is what you will measure the success of the campaign against.
What will make them believe this?

These are your “proof points” that support the single-minded idea above. 

What is the one thing we want people to think or do after receiving this communication?

Personality
Approachable, courageous, inspiring, innovative
Budget

Indicate the scope–does this cover design and copy writing, printing etc. See full specifications below.

Executional considerations/mandatories

This is your “work order”. It spells out specs, timelines, “must haves”, budget. For example:
· Who are the members of the project team? Who will be responsible for approval? 

· Publication must comply with York graphic standards.
· Size/dimensions, page count, colour usage, binding, etc. and Quantity
· Estimate to include photography? Copywriting? Editing? Pre-press?
· Delivery date(s). What is driving this date? Does it tie in with other activities (advertising deadline, application deadline)?
· Delivery and invoicing contact info

Web Considerations
Timing: Can this site be developed in phases?

Web Standards: Must we use the internal or external template? What standards must be adhered to (usability, links)?
Content: Who is providing copy and/or images? Is agency to search for images and write copy? If yes, when will partner provide source copy, and images examples and direction? Is agency to produce wireframes? For which pages?
Navigation: Is agency being asked to provide advice on navigation? A sitemap?
Technical Requirements: What are the deliverables? In what format and how must files be delivered (ftp, disk?)? What content management will be used? Who is building the site? 
Updates & Maintenance: Is this a static site and if dynamic, what rate does it need to change to keep current? Who is responsible for updating and providing content? How frequent will updating occur? Are there other companion sites that need to be tracked to ensure content on this site is consistent?

Measure of Success (Key Measure): How will the goals/purpose of the piece be measured and when?
Review against Priorities: Which Divisional/Unit and/or University goals/purposes do this piece meet?
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