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1. Client overview
If the readers of the brief might be unfamiliar with your company or organisation, it’s useful to provide a short introduction to who you are and what you do. It’s also helpful to explain your role in the organisation and how familiar you are with the process of market research.
2. Background
Explain the reason why this research is being commissioned now. What is the challenge, opportunity or change in the market that you need to address?
3. Product or service
If you company supplies lots of different products or services, which ones are the focus for this research? Is the study intended to research a planned change to way these are formulated, packaged, priced, distributed or promoted?
4. Target market
Which countries do you want to conduct the research in? Which particular audiences do you want to hear from? For example, if they are consumers, what are the target demographics, if B2B profiles, what job title and what level of seniority?
5. Objectives
What are the specific questions or points that you need this research to address? What information do you need to collect?
6. Proposed methodology
If you already have ideas of your methodology (e.g. focus groups, individual interviews, online bulletin board, online survey etc) it’s useful to set these out. Equally, if you are looking for the researcher to recommend a methodology it’s helpful to say so.
7. Constraints
Do you have a specific deadline by which time the research needs to be completed? It’s useful to state the earliest that the research can start (e.g. if you are waiting for prototypes to be manufactured or design concepts to be finalised).
Do you have a rough idea how many participants you want to hear from?
What is your budget for this project? Even if you don’t want to state an exact amount it’s very useful to give a range.
8. Deliverables
What outputs do you need the researcher to provide (e.g. recordings, transcripts, tabulated results from a survey, a topline report or a full report with verbatim quotes from participants, a formal presentation of the results).
9. Other considerations
Anything else that may be useful for the researcher to know, e.g. can the name of the client be disclosed when recruiting participants or is this intended to be an anonymous study? Are there other internal or external stakeholders who need to be consulted? Do you have particular expectations regarding communications and progress updates?
10. Deadline for submitting proposals
Lastly, if you are working to a strict timeline, don’t forget to say when you need to receive proposals by (and who they should be sent to)! In more formal bidding processes, you may also wish to state a deadline for asking questions about the brief.
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