Marketing & Communications request form


1. Name: 
2. Organisation:
3. Email: 
4. Date of request: 

1. Objectives

· What is the ‘problem’ you’re facing, and your goal? (e.g., increasing bookings, public engagement, recruitment, fundraising) 

· What KPIs (key performance indicators) do you have for this activity?


· Who is the target audience? (internal staff, customers, partners, media, general public, etc.)


· What are your key messages/things you need to make your audience aware of?


2. Project overview

· Title/name of campaign/project: 

· If you are clear about the type of marcomms activity your project requires, please tick below. If you are unclear, please tick “I am looking for recommendations”. 

☐ Press release
☐ Social media posts
☐ Newsletter/email
☐ Event promotion
☐ Internal comms
☐  Design/branding (poster, flyer, digital asset, etc.)
☐ I am looking for recommendations 

· Brief description of the request (2–3 sentences) and anything else we need to be aware of:
 

3. Content and assets

· What content is already available? (draft text, data, images, videos, branding guidelines, brochures etc.) 

· Links or attachments:

· Are there any specific format requirements for new assets produced? (size, length, word count, etc.) 

4. Timeline

· Desired completion date: Key milestones (e.g., draft by X date, publish by Y date): 

· Is this time-sensitive? ☐ Yes ☐ No

5. Approval and sign-off

· Who needs to approve the final output? 

· What is the allocated budget for this piece of marcomms activity?

6. Additional notes

· Anything else we should know?


Please email the completed form to isla@simply-ic.co.uk

Thank you.
