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Fill in each part, then paste the result into your project's instructions. Keep the total under about 300 words. Put detailed facts in files, not here.
The five parts
Who: this project is for (client or job, one sentence on who they are)
 
 
Goal: what we are trying to achieve, and by when
 
 
Audience: who reads what we write here, and their preferred tone, length, and format
 
 
Rules: always (two or three rules) and never (two or three things to avoid)
 
 
Files: which attached files are the source of truth, and for what
 
 
Knowledge files to add
☐  Signed scope of work or contract
☐  One-page background sheet
☐  Two or three examples of my best past work
☐  Style guide or brand guidelines
☐  Latest status report or meeting notes
Three tests
☐  "Summarize who this client is and what we're working on, in five bullets."
☐  "What are the open risks or deadlines in the files?"
☐  "Draft a short status email to [contact] in their preferred style."
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