Intake form editorial requests 
	Question
	Response

	1. Target audience: students and/or staff? 
And does it concern all students/staff or specific roles/departments or faculties/study programmes? 
Dutch & English?
	

	2. Goal: who, what, when, why, and how? 
What do you want the reader to do, know, or think after reading the text? Answer any basic questions the reader might have. 
	

	3. Context: what is the reason for the message?
May also be added as attachment (e.g. policy document)
	

	4. Are there any political or administrative sensitivities to be taken into account? 
	

	5. What is the desired publication date? 
What arrangements can we agree on together to ensure we meet this deadline?  
	

	6. Who is coordinating the process?
And is therefore the contact person (if needed) between the editorial team and content owner.
	





