
Marketing Project Request Form 

*Note—if a section of the form does not apply to your specific request, please leave it blank or

type N/A 

Date:   

Client:   

Project Due Date:   

Budget:   

Payment Method (FOAP, P-Card, etc.): 

Professional Printing (Yes/No):  

 

What is to be created?  

 

Is there existing branding and/or other collateral associated with this project? Is it part of a larger 

campaign?  

  

Why are we marketing?  

 

Who are we talking to?  

What relevant insights do we have about them? Why will they be interested? What do they 

already know?  

What barriers do we face?  

What is the goal? What is the marketing supposed to make the target feel, think or do (call to 

action)?  



What is the focused thought that we must communicate?  

What are the reasons to believe that thought?  

What is the tone and visual impression? What adjectives describe the desired feeling, 

personality or approach?  

How are you marketing this message online and on social media? 

Who will review and approve this work?  

How and when will success be measured?  

Mandatories/Additional Considerations  
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	Date: 
	Client: Client Name
	ProjectDueDate: 
	Budget: 
	PaymentMethod: Payment Method
	ProfessionalPrinting: (If yes, please specify size, number of copies and paper type)
	WhatToCreate: (Press release, print project (e.g. flier), digital project (e.g. social media graphic) and/or promotional project (e.g. t-shirts, swag items) – List ALL marketing material being requested)
	ExistingBranding: (What materials or other communications elements exist that this project needs to be a part of?) 
	WhyMarketing: (What problem are we trying to solve? Or what “win” are we trying to promote?)
	AudienceAwareness: (Who is the main target audience/user?)
	AudienceInsights: (What do we know about the target audience’s mindset? Thoughts/feelings about this particular initiative that we are going to be talking to them about; what is going on in their lives that may impact our messaging? i.e. “students” may have a very different mindset than “thought leaders”) 
	Barriers: (Who are we competing with for the target audience’s attention? Are there any perceptions that we need understand? i.e. if positive – to leverage to connect with audience; or if negative – to help the target audience feel differently?)
	goal:  (What is the emotional and rational connection that we are trying to create with the target audience?)
	FocusedThought: (This is the single most important message that we want the target audience to take away from this marketing effort?)
	SupportForFocus: (The key support points that make the focused thought believable; a short, focused list of 3 – 5 bullets)
	tone: (The attitude/spirit of the piece; also, must reflect the overall brand personality of AU; visual i.e. bold, traditional, subtle, formal, casual?)
	HowMarketing: (Helps determine if/what digital assets are needed)
	PeerReview: (Who is the final decision maker on this project?)
	MeasureOfSuccess: (How will you evaluate the effectiveness of the project? When will it be evaluated?)
	Considerations: (Logo, website? Are there any nuances/particulars that we need to consider?)


