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Publications and designed materials briefing form

The Marketing and Communications team is here to support all your communication needs. We can help with content design, copywriting, advise on the most effective communication methods, and provide guidance on branding. We can also support you in producing a wide range of materials, including posters, graphics, interactive PDFs, leaflets, flyers, banners, reports, publications, and merchandise. Printing can be arranged internally or through our external print partners.

Please note:

· We require full information and as much notice as possible for any publication/publicity material.

·  Please send any relevant literature (e.g Word, jpg/png) as a separate document.

· Requests should be approved by a service or team lead 

· We require a minimum of two weeks’ design time before we can provide a designed copy for review.

· Please bear in mind that most printers require seven business days to turn around a print run.

To ensure that the team can fulfil your design and printing requests, please complete the form. 

	Your information

	Name of project lead:
	

	Name of service lead who has approved
	

	Department / ward: 

	 

	Telephone / ext. :

	

	Email address:

	

	Date:
	






	Publication / designed materials brief

	Project description and introduction: 

 



	What messaging are you trying to convey to the target audience?

	What’s the objective? 
What do you want the audience to do with the content/received?


	Your audience

Main audience (tick all that apply):
☐ Clinicians
☐ Commissioners
☐ Patients & families
☐ Researchers
☐ Corporate partners
☐ Other, Please state below

……………………………………………………………………………………………………


	Please fill in if you already have content written.  
Main headline (max 8–10 words):
……………………………………………………………………………………………………
Supporting text (optional):
……………………………………………………………………………………………………


	How would you like the tone 

☐ Cooperate  
☐ Clinical  
☐ Warm & human  
☐ Bold / eye-catching


	Marketing history
What has been produced in the past that has promoted the services?  



	Images required:

☐ Supplied images  
☐ Stock images ok  
☐ Clinical imagery
☐ People-focused  
☐ No photos

	Do you require any contact information 

☐ QR Code  
☐ Link to RHN website 
☐ Social media handles
☐ Contact details, phone number and address 


	Should we include any accreditation or partnership logos (e.g., Pathway to Excellence, Disability Confident)?

	If printing, how many copies do you need?

	To support our sustainability goals, would you consider a digital alternative instead of printing ?

	Timing 
When does it need to be produced by and why this particular deadline?



	Desired response
How will you measure success of the content? What do you hope to achieve from this content?
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