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Briefing form
Copywriting & content writing order

Thank you for your copywriting or content writing order. To ensure our team receives the most accurate briefing possible, kindly complete the following form. Carefully defined parameters and background information will help us gain familiarity with the subject matter and produce a high-quality result. Please email the completed form to your project manager.



Company: click or type here to enter text. 	Apostroph order number: 000000


Text theme and intention?
 e.g. SEO for beginners……………………………………………………………………………………… 



Text length?
 e.g. 500-700 words……………………………………………………………..………………………….. 



Target audience for text?
 e.g. self-employed, founders / SEO beginners……………………………………………………….. 



Medium/landing page where the text will appear?
 e.g. www.webseite.de or XY magazine……….. ……………………………………………………….. 



Tonality/style of text?
 e.g. breezy, relaxed, informal (first name terms) ……………………………………………………….. 



Corporate language, tone of voice, taboo terms?
 e.g. please observe our corporate language (attached); do not use terms XY



Content and structure of the text?
 e.g. what does SEO mean? - 5 key SEO tips - what does SEO cost? - etc.………………………….. 





What SEO keywords should/must be included?
 e.g. SEO beginners, SEO start-ups, etc. or: please research relevant keywords and analyse their search volume.………………………………………………………………………………….….. 



Should the text be search engine optimised?
 e.g. yes, for google.ch German…………………………………………………..…………………… 



Are meta texts needed?
 e.g. yes, meta titles and meta description….. ……………………………………………………….. 	



Reference material, inspiration and research sources?
 e.g. www.rechercheseite01.de, www.quelle02.com, etc.……………………………………………….. 



When should an initial version of the text be ready by?
 e.g. 10 am on Monday, 3 December 2022……………………. .……………………………………………….. 



When is the final deadline?
 e.g. 10 am on Monday, 3 December 2022……………………. .……………………………………………….. 



Miscellaneous: any other requirements?
 e.g. please provide a teaser in addition to the text, max. 160 words……………………………….. 
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