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Assignment title 
For example, Brochure for Greenbelt, Whisper Annual Report 2015, Description for Half Marathon Website
	




Deadline date, maximum length
	




What is the copy for?
	




Information to be included
For example, for an event this would include date, time, location, programme details. For a report it might be the headings of the sections that you want to see in the report.
	




Information sources
For example, websites to enable the copywriter to read up on the background to the topic
	




What’s special or unique about it?
What does Whisper have to offer that other charities don’t? What’s special or unique about the subject of the copy (for example “This is the largest half marathon in London”)? These things need to feature prominently and usually near the start of the copy.
	




Quotes and endorsements
Has anybody said or written anything good about Whisper or the subject of the copy? Has it won any awards?
	




Story of an individual
[bookmark: _GoBack]Research has shown that it’s much more effective for a charity to present the story of its impact on one individual’s life, instead of presenting statistics to show the scale of a problem, because donors find large numbers discouraging. Does Whisper have a relevant story to tell?
	




Target audience
Are you targeting a particular age range,  gender,  occupation, geographical area? Are they in a hurry? For the web, it’s usually best to assume that they are. Why, from their point of view, are they reading the copy? Are there any other audiences that  you might also want to reach?
	




Main desired response
What is the main thing you want people to do when they have read the copy? Donate to Whisper, sign up for a mailing list, buy something, share something on social media?
	




Other desired responses
Is there anything else you want people to do?
	




Tone
Is the writing formal (maybe good for grant applications), friendly and conversational (maybe good for persuasive text on a website), urgent (for an urgent appeal), educational, humorous?
	




Personality
If the copy was a person, who would it be? Veronika, a comedian, an enthusiastic friend, a surgeon trying to save somebody’s life, a Whisper child?
	




Vocabulary, spelling and grammar
Which spelling conventions should be used, e.g. –ise or –ize? Are serial commas http://en.wikipedia.org/wiki/Serial_comma OK? Is the copy for native speakers of English? Are British slang and cultural references OK? Do Ugandan words like jigger, posho need explaining? 
	




Keywords and SEO
If the copy is for a web page, what are the main search keywords you are targeting? The keywords should appear at least in the main heading on the page and near the start of the text. Are there any other keywords you want to target? They will need to appear near the start of the text.
	




Whisper’s existing copy
What’s good or bad about Whisper’s existing copy (if there is any)? Too long, too short, too boring?
	




Examples of what’s wanted
For example, pages on other charities’ websites that you think are good
	




Legal or other compliance requirements
For example, all fundraising ads must say that Whisper is a registered charity
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