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BLOG POST BRIEF TEMPLATE
We have designed this template to help you create clear, comprehensive blog post briefs for both in-house and external writers, translators and transcreators.
Across the template you will find suggestions as to how to understand its elements and what input should be provided. To read more about this, check out “Effective blog post brief [free template and guide]” on our blog.
Content is created in many contexts and for a variety of purposes. Not all of these questions will be relevant for each of your blog posts. Do not be overwhelmed if you do not have all of the details.
We have marked the most basic elements, which every template should have, with a * symbol.

	[bookmark: _Hlk54004610]BASICS 

	Content category*:
	This is a blog post brief template, so you may assume it’s about copy –
but a blog post may take the form of an infographic, poll, video, etc.

	Creation process*:
	Choose one: copywriting/transcreation/translation

	Language*:
	For copywriting: list the languages that the text should be written in.
For translation/transcreation: list language pairs (source and target)

	Word count*:
	State the expected length of the text.

	Schedule*:
	Present a clear deadline or schedule (in case of staggered delivery, or when blog post outlines must be sent for approval).

	Blog post goal*:
	Some common blog post goals are to: increase sales, make people realise previously unseen needs, educate about your offer, encourage readers to order a sample or download a demo, build a community or mailing list and – last but not least – improve SEO.

	Topic, theme & angle*:
	If you have the topic, theme, and angle well defined, describe them. If you only have a general theme, you will probably expect the author to suggest a detailed topic for approval. State your expectations clearly.

	CTA:
	If you have the CTA well defined as a requirement, present it here. If you only have a general idea, describe it. You may also expect the author to suggest a CTA for approval. State your expectations clearly.


	CONTEXT 

	Company/brand*:
	Describe your company and/or brand, its identity and values in several short paragraphs.

	Product or service*:
	Describe your product or service. How is it different from the competition (or similar)? What makes it a good match for the target audience? What purpose does it serve? What problems does it solve?

	Target audience*:
	Who are we writing for? This may be much narrower than the whole target group for your product or service.

	Competition:
	If relevant, state your major competition and your preferred approach to their content – e.g. do you want to look and sound similar or completely different?

	Statistics:
	Some topics work brilliantly when presented with real data. In other cases, reliable statistics set the stage for writing a good text. If you have a preferred source of data, share it here.

	
GENRE & STYLE

	Genre*:
	This is the place to state your preferred type of blog post. For copy you can choose from, for example, a list, a tutorial, an opinion piece etc.

	Tone of voice:
	This is strongly related to your identity, the target audience of the blog post, and the goal of the blog post. Some basic tones are formal, casual, joking, solemn etc – but you can think of real-life situations and contexts that best define your preferred tone of voice. 

	Voice optimisation:
	Are voice-search and smart-speaker users important? If the answer is yes, you should make the content easily readable by these devices.

	Outline:
	If you have a ready-to-use outline for this blog post (custom or a company standard), share or describe it here.

	Media*:
	Video, GIFs, images – define the style, source and type (photo or chart?), and specify whether you expect ready solutions or just a draft for your graphic designer to work with.


	KEYWORDS & SEO

	Primary keywords*:
	List the primary keywords for the blog post.

	Secondary keywords*:
	List secondary keywords for the blog post.

	Sometimes you might expect the author to select the best keywords from a broader list. That is OK as long as you give enough details regarding your expectations. Be sure to define the required number or keywords per type (brand-related, product-related, short or long tail etc.). 

	Keywords to avoid:
	List the keywords you want to avoid in the post, like your brand name.

	Keyword density:
	How many keywords per blog post? How many repetitions?

	Headlines:
	State your requirements regarding the number and structure of headings.

	Internal links:
	State requirements regarding the number and target of internal links? (This relates to both anchor text within the blog post and internal links to your other content – specify)

	External links:
	Do you allow external links? Which types? Do you expect specific links to be presented in the blog post? List them here.


	SPECIAL REQUIREMENTS

	Whatever comes to your mind:
	If you have any unexpected, non-typical, project-specific, or counter-intuitive requirements, this is a good place to state them.


	REFERENCES

	Own content:
	You may want to present some of your existing content as complementary – to demonstrate your tone of voice, for example, or the suggested target of internal linking.

	Competitors’ content:
	You may also want to present your competitors’ content as a benchmark or to avoid certain similarities.

	Mood:
	You may create or have a brand-specific mood board that you want to share with authors.

	Other:
	Only provide relevant content. Always state the purpose of reference (as a model, benchmark, antimodel etc.).
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