
Content Brief

Build Better Briefs. 
Create Better Content.
At ClearVoice, we know that great content doesnʼt 
start at the keyboard. It starts with clarity. That means 
taking a beat before you jump into production to align 
on what you're creating, why you're creating it, and 
who you're creating it for.

That's where the content brief comes in. It's the 
connective tissue between ideation and production. 
It helps guide writers, editors, and other collaborators 
understand the purpose, tone, and structure. 
Yet many skip this step, leading to content that 
misses the mark. 

This guide shows you when to build a brief, how 
to adapt for different content types, and how to 
use it as a strategic tool for better outcomes.

Letʼs get started.
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Step 1

Before content can be created, it needs structure. The brief is that structure. It acts as a guide — not 
just for what to write, but why you're writing it, who you're writing it for, and what success looks like. 
Whether you're briefing a team member, freelancer, or yourself, these components create alignment, 
eliminate ambiguity, and ensure your final content delivers.

Start here with the foundational elements that apply across content types:

Main Deliverables
This is your logistics layer. Make sure it includes:

● Content Type: Blog, LinkedIn post, eBook, video script, etc.
● Estimated Length: Word count or video run time
● Funnel Stage: Top TOFU, Middle MOFU, Bottom BOFU) helps tailor the message 

to buyer intent
● Distribution Channel: Where will this live? Website? LinkedIn? YouTube?
● Publish Date or Deadline: Set expectations for planning and resources

Working Title
Itʼs okay if this changes, but a rough, working title helps clarify the topic and approach.

Overview
What is this piece about? Why is it relevant now? What will it help the audience understand or do?

Content Goal
Why are we creating this? Be specific. Is it to generate leads, support a product launch, educate 
customers, re-engage dormant users, etc.?

Target Audience 
What is this piece about? Why is it relevant now? What will it help the audience understand or do?

● Job title, industry, or role
● Key needs, challenges, or questions
● Where they are in the buying journey

Build the Foundation
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Outline (optional, but strongly encouraged for long-form content)
If you donʼt have a definitive outline, provide a rough structure. This helps creators focus and 
prevents 
scope drift.

CTA
What do you want your audience to do after consuming the content? (e.g., Download, Book a demo, 
Explore additional content, etc.)
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COMPLETED BRIEF FOUNDATION EXAMPLE

      Google Doc       Microsoft Word 

Step 2

Now that you have the foundation, it's crucial to refine and adapt your brief based on the specific 
content type and any unique nuances of your brand, company, or campaign. Each content type has 
its own set of requirements that ensure your final piece aligns perfectly with its intended format and 
audience.

Below are some tailored considerations for different content types:

Add Context Based on Content Type

Blog / Article
● SEO Elements: Identify primary and secondary keywords, as well as Meta 

description and title tag preferences.
● Linking Instructions: Specify internal and external links that must be included.
● Formatting Preferences: Outline preferred structure (e.g., H1s, H2s, bullets, lists) 

to ensure consistency.
● Citation Requirements: Define how sources should be cited or referenced.

https://docs.google.com/document/d/12J8ZIzE5vpLz16Dn10fExfYjYtRxj964qluCHT3HUfo/edit?usp=drive_link
https://docs.google.com/document/d/1FqPZlv2vHRV4BKNp9JhHLzYiX07vfwNA/edit?usp=drive_link&ouid=109678547820385750207&rtpof=true&sd=true
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eBook / White Paper
● Sections or Chapters: Outline the number and structure of sections. (i.e., title 

page, table of content, etc.) 
● Access Details: Clarify whether the content is gated or not, and how it will 

be accessed.

Social Media Post
● Platform Specifics: Define the platform Instagram, LinkedIn, etc.) and the type of 

post (carousel, link-page post, long-form post, poll, etc.)
● Style: Indicate if the tone is informational, promotional, or conversational.
● Character Limits & Tags: Include any tagging, hashtags, and character count 

limits instructions.

Video Script
● Tone & Narrative: Specify the desired tone (conversational, instructional, etc.)
● Visual Notes: Include any potential callouts for on-screen visuals, animations, or 

narrator notes.
● Post-Production Elements: Detail any YouTube optimization needs (title, 

description, tags).

Tailoring your brief with these additions reduces rounds of revisions and provides greater clarity. The 
more specific and granular you get, the better the final content will align with your vision. 
Each content type has unique needs, and structuring your brief accordingly ensures a smooth 
production process.

Email
● Subject Line & Preview Text: Provide clear direction for these elements.
● Desired Actions: Define what action you want the recipient to take (click, reply, 

download) throughout the email. 
● Personalization: Note any segmentation or personalization requirements.
● Supporting Assets: Include any necessary visuals or links.
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Step 3

Now that you have your foundational elements and content-specific nuances, it's time to build your 
brief. We've got you covered with two methods:

Choose Your Briefing Method

3a: Manual Briefing Template

Prefer a hands-on approach? Weʼve got you. Use our editable templates. These templates include 
every section from Steps 1 and 2, along with prompts to guide you through each component.

CONTENT BRIEF TEMPLATE

      Google Doc       Microsoft Word 

https://docs.google.com/document/d/1XNt8aIdMueBrGmkxQuk1UJuMlgPMdelNmDUB8feZguA/edit?usp=drive_link
https://docs.google.com/document/d/1yxNdII6BEdJDUHCh_8LIiKm_qVCx_UtE/edit?usp=drive_link&ouid=109678547820385750207&rtpof=true&sd=true
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3b: AIAssisted Briefing Prompt

Want to streamline the process? Weʼve got a ready-made prompt for you. Use the following prompt 
(along with the above template attached) in ChatGPT or your preferred AI tool. You can then refine 
and format them as you see fit.

AI PROMPT

Act as a senior content strategist. Based on the information provided, build a comprehensive 
content brief for a [content type] designed to [goal]. Use the provided template to fill in each 
section, including the working title, overview, target audience, funnel stage, CTA, key takeaways, 
and any SEO or formatting requirements specific to the content type.

Project Info:

● Content Topic: [insert]
● Target Audience: [insert]
● Content Goal: [insert]
● Format & Channel: [insert]
● Funnel Stage: [insert]

PRO TIP

It’s best to provide feedback to the prompts initial response and/or clean up the attached guidelines to 
match the specific content types you’re looking to create. Whichever method you choose, ensure your 
inputs are thorough and align with what you outlined in Steps 1 and 2. The more detailed your brief, 
the more effective and streamlined your content creation process will be.
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Step 4

Before you hand off your brief, make sure it checks all the right boxes. Remember, this is the 
foundational element that guides the content you're about to create, so a thorough review is crucial.

Final Touches Before Production
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Briefing Review Checklist
This is your logistics layer. Make sure it includes:

● Review the Brief: Donʼt just create it and send it off. Take a moment to review it thoroughly.

● Clarity Check: Is everything clear? If you were the creator receiving this brief, would you 
understand exactly whatʼs needed?

● Context & Instructions: Have you included all the necessary context and instructions?

● Purpose Alignment: Is the purpose of the piece crystal clear, and does it align with your 
overall goals?

● Open Questions: Are there any open questions that need clarification?

● Brand Alignment: Does the brief align with your brand and editorial guidelines? 
If you donʼt have these guidelines yet, we have a resource to help you create them with our 
Brand & Editorial Guidelines Builder. 

If anything is missing or unclear, now is the time to refine. A great brief saves time and reduces 
revisions down the road.

PRO TIP

Step away and return to the brief with fresh eyes to 
ensure it’s comprehensive.

7

https://www.clearvoice.com/brand-editorial-guidelines-builder/
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Distribution & Access
● Central Storage: Store the brief in a shared drive, CMS, or project management tool where 

everyone can easily access it.

● Access Control: Ensure writers, editors, and relevant stakeholders have the appropriate access.

● Confirmation & Questions: Confirm receipt with your creators and invite them to ask any 
questions upfront. Offering this opportunity ensures alignment and reduces misunderstandings.

Editorial Process Integration
● For Writers: Build the content based on the brief. Itʼs your roadmap.

● For Editors: Edit against the brief and the brand/editorial guidelines to ensure alignment.

● Final Review: Assess the final piece against the briefʼs goals and structure to ensure 
everything aligns.

PRO TIP

A strong brief reduces ambiguity and revision rounds, but remember that collaboration is key. It’s 
normal for creators to have questions, so encourage open communication.
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From one-off posts to multi-asset campaigns, this builder gives you the structure to create content 
thatʼs aligned, strategic, and impactful. A great brief doesnʼt just reduce revisions — it sets the entire 
production up for success.

Whether you're briefing a freelancer or your internal team (or even yourself), this is your blueprint for 
consistent, high-quality content.

Want to go deeper? Explore these related resources:

● Crafting Content Briefs for Every Format
● Content vs. Design Briefs
● Decoding the Content Brief
● SEO Content Brief Best Practices

Ready to 
Start Briefing?

Let this be your new starting point.
Your content deserves more than a vague outline or scattered notes. With this framework, you can 
brief smarter, execute faster, and produce content that actually delivers.

Save it. Share it. Make it your own.

And keep briefing from becoming an afterthought. Because when you get this part right, everything 
else flows smoother.

https://www.clearvoice.com/resources/crafting-content-briefs-for-every-format/
https://www.clearvoice.com/resources/content-vs-design-marketing-briefs/
https://www.clearvoice.com/resources/decoding-the-brief/
https://www.clearvoice.com/resources/seo-content-brief/

