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                                Name of Project
 
What is the purpose of this communication?

This is where you state the goals/purpose of the piece.
Who are we talking to?

Identify 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?

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 all the specs, timelines, “must haves” and budget.
Possible information found here:

· Publication must comply with York graphic standards.
· Specs: dimensions, page count, colour usage, binding, etc.
· Quantity, Size
· Estimate to include photography? Copywriting? Editing? Pre-press?
· Delivery date of completed piece
· Delivery contact info

· Invoicing contact info
Measure of Success (Key Measure)

Post Analysis / Best Practices

Review against Priorities 
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