

TEMPLATE
COPYWRITING REQUIREMENTS BRIEF
CONTACT
Your name 
COMPANY
Your company name 
TELEPHONE
Your telephone number
WEBSITE
www.yourwebsite.com
EMAIL
Youremail@address.com
DATE
00/00/2012
1. Please supply 3 - 5 of your main competitors’ URLs?
· www.example1.co.uk
· www.example2.co.uk
· www.example3.co.uk
2. What are you exactly? 
We are a double glazing and conservatory company.
3. What do you do?
We supply and install PVCU, aluminium and hardwood windows doors and conservatories. We supply and install A rated energy efficient products as standard.  We undertake work for both the domestic and commercial market.  We design and build bespoke conservatories and project manage the entire build from start to finish. This starts by understanding the customer’s needs/requirements and providing them with computer CAD drawings of the conservatory.  Unlike other window companies we run 6 different PVCU profiles to offer the client.
4. Who do you do it for/ your target market / typical customer?
The majority of our work is carried out to the domestic market, we do and have undertaken work in the commercial market too plus local schools.
A typical customer is a middle aged home owner couple. 
5. What are the main messages you want to get across?
That we are a family run local business which cuts all the stereotypical nonsense associated with other double glazing companies.  We work on a strictly no hard sales policy and are honest with our pricing from the start.
6. Do you require any original concepts to be adopted?
Yes, we are looking for something completely different. Something that sets us apart from the competition.
7. How big is your company?
We have 3 offices in the south of England and employ 25 staff.
8. What is typically your customers’ biggest problem?
Deciding which company to do business with, who is being honest and who is leading them ‘up the garden path’ to know that they will have a good quality of workmanship carried out on their home.
9. What do you want a visitor to do as a result of visiting your site? (This is known as a ‘call-to-action’ objective)
Pick up the phone and make an enquiry.
10. Would you consider running an offer or promotion?
Yes
11. Where are your customers located?
Mainly in London and Surrey.
12. What image do you adopt?
Friendly, professional, trustworthy.
13. What are your three main USPs (unique selling points)?
~We have multiple suppliers, so we can match many different styles of exterior
~We never use sub-contractors
~Many of our products are made from recycled materials
14. Have you won any awards or achieved any accreditations you wish to shout about?
No
15. Do you have any specific Keywords/Phrases you would like used? 
(I can offer further advice on this).
We’d like your advice
16. Where can I get the main bulk of the information I need?
Existing website and brochure. Plus you can ask any time you need to.
17. What tone should the copy take?
Friendly and informal
18. What pages (navigation) need to be written? Examples below.
19. Do you have any idea how many words per page you may require? Examples below.
	PAGE NAME
	 
	WORDS
	 
	NOTES/KEYWORDS

	 Home
	 
	250 
	 
	 Double glazing, aluminium door frames

	 About
	 
	300 
	 
	 

	 Services
	 
	300 
	 
	 

	 Contact
	 
	 20
	 
	 

	 Special offers
	 
	200 
	 
	 

	 FAQs
	 
	500 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 

	 


20. Do you require me to write your Metadata? 
(These are the Title Tag Descriptions, Meta Tag Descriptions and meta keywords. 
They describe the content of each of your site’s pages to search engines, and act as a mini advertisement in search listing results.)
YES/NO
21. Do you have any other creative/copywriting requirements? 
Yes. Need branding advice and strap-line suggestions. 
Please supply any further information you feel would be relevant/useful.
Jim Morrissey


copywritingforweb.com


Email: jim@copywritingforweb.com Tel: 07770 988880








Questions with examples of answers to help you write a brief








