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Copywriter briefing template

1. Details

Company name

Contact information (your name, title, email, phone number)

Copywriter's name

Date of briefing

2. Your company

What exactly does your company do? Be specific - if you focus on retirement planning, for example, mention this.

Is there any specific meaning behind your company name?

What is your main client type?

Nothing in this document is intended to, or shall be deemed to, establish or evidence any partnership or joint venture
between Vanguard Asset Management Limited or any other Vanguard entity and the issuer of this document nor authorise
the issuer of this document to make or enter into any commitments for or on behalf of any Vanguard entity.

The value of investments, and the income from them, may fall or rise and investors may get back less than they invested.




Where are your clients primarily located?

What is your target client type?

Write a detailed description of your target client persona(s). Aim to create two to three target client personas. Also
see Client Personas.

3. Brand identity

What are your company's core values? Perhaps you are customer-centric, sustainable or inclusive?

What is your company's mission statement and vision?

What are your company's unique selling propositions (USPs) or key differentiators? /s your client support second to none,
or perhaps you have expert skills in specialised areas?

What is the personality of your company? Are you formal or easy-going (or a bit of both — work hard and play hard?)



https://testwww.vanguard.co.uk/professional/vanguard-365/practice-management/marketing/client-centric-content-creation

Are you friendly, innovative, authentic? This message should be consistent across all marketing material.

What is your company's tone of voice? It could be professional and formal, friendly and conversational or empathetic and
supportive, for example.

What are the key messages and value propositions you want to portray?

4, Your copywriting requirements

Please provide details about the copywriting project — what copy do you require? This could include web pages, emails,
adverts, articles.

Is there any existing copy that the copywriter could review to better understand your company's style? Please share it
if applicable.

For each, are there any constraints, for example word counts or design elements?

What are the deadlines for the first draft/ second draft/ final copy?




Are there any SEO keywords that should be included? An SEO keyword is a specific word or phrase that website creators
and marketers use to ensure that your company will be visible on internet search engines, like google.

What essential messages should be included?

Are there any messages that should be avoided?

5. Copywriting project goals

For each copywriting output, what is the most important action you would like your customer to take?

What will the Key Performance Indicators (KPIs) to measure success be?

6. Any additional information

Use this box to write any additional information that may be useful to the agency:




7. Attachments

Please attach with this document:

House style guide: Yes I No Please list any other attachments here:
Market research: D Yes ] No
Existing branding documents: D Yes 1 No

Investment risk information
The value of investments, and the income from them, may fall or rise and investors may get back less than they invested.

For further information on risks please see the "Risk Factors” section of the prospectus on our website at
https://global.vanguard.com.

Important information

Vanguard Group (Ireland) Limited only gives information on products and services and does not give investment advice based on
individual circumstances. If you have any questions related to your investment decision or the suitability or appropriateness for
you of the product[s] described in this document, please contact your financial adviser.

The information contained in this document is not to be regarded as an offer to buy or sell or the solicitation of any offer to buy or
sell securities in any jurisdiction where such an offer or solicitation is against the law, or to anyone to whom it is unlawful to make
such an offer or solicitation, or if the person making the offer or solicitation is not qualified to do so. The information in this
document does not constitute legal, tax, or investment advice. You must not, therefore, rely on the content of this document when
making any investment decisions.

The information contained in this document is for educational purposes only and is not a
purposes only Vanguard | 365

recommendation or solicitation to buy or sell investments.

Issued by Vanguard Group (Ireland) Limited which is regulated in Ireland by the Central Bank
of Ireland. Connect with Vanguard®

© 2024 Vanguard Group (Ireland) Limited. All rights reserved. 01/24_1616K global.vanguard.com
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