
​
 
Please duplicate this document and customise it to suit your project needs before 
filling it out. Ensure all relevant sections are completed to clarify the context of the 
content request.​
 

Requestor name & 
department 

 

Date of request  

RACI (if needed)  

Description  What do you need?  

Purpose What do you want to achieve with this piece of content?​
 

Desired content type   

Audience  

Funnel stage  

KPIs How will we measure success? 

Part of a project or 
a la carte? 

 

Desired delivery  
date 

 

Dependencies?  

Anything else we  
should know? 

 

Milestones  

Assets (link to essential info, e.g. brand guide, content strategy, 
messaging hierarchy writing guidelines, etc.) 



Link(s) to similar  
content/example
s for reference 

 

Content to be 
delivered 

What do you need? 

Preferred 
communication 
channel 

 

 


