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GENERAL INFORMATION

Who are you (your program or office) and what do you do?

Who is your competition?
Message and Target Details
What is your goal?

What is your primary message?

What makes this message true/relevant?

Who is your key audience?

If multiple audiences, list in order of priority.

PROJECT DETAILS 
Are there any mandatory elements (e.g., accrediting institution requirements)?
What past (or current) projects should influence or combine with this project? 
Do you have a specific format in mind? (e.g., postcard, trifold brochure, self-mailer)
How to you plan to measure success?
Web-specific information
Does the information in this print publication match what is currently on the VLS website? 
If no, how will the information be updated?
If updates require more than routine CMS entry by your office’s designated website updater, please contact the Web Communications and New Media Manager as soon as possible to make needed arrangements.
OTHER

Is there any other information Communications should have to help devise this publication?
