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Janell cay — lgill dlaynll




SOP 01 / 20

Brief Al puaiig piliwil m
CLIENT BRIEF INTAKE
waagll —

«gai angn @b yluwylo 13g0 23gai Jeib ST i 10lg glan (g Jinell e aloglenll J5 goai

Jgguall —

Account Manager

alghall =—
A adgr plliwlll cloial Jid Jinell Brief 1l 9hgni ol
glaialll g lgile Jlwl dngin aila] (sig iy ai olen gagaill gal)
Jinell jalga g lghag (@laiin jgn hgha glgh .gagl) dnllell Jgal clhl

(aalai play Lead pla — «clenn jile» yin) gulidll dbld KPIs _a wlall gail
.Janillg gagnill aia gajlg 213gn dwnuwi plkiy Drive dI e Jinell jalga LSLuJI

auwill djala TEMPLATES —

(unill jml3) Brief 1l 23gni

— Client Brief —

shlnill / Jinell puwl

railnaall / alaiinl

: (lolnial/Jlan/gw) wagiunll jggnall

s guualio 3 pal

calisle ul) ayyguiall dilall

:(Leads / Sales / Awareness) Swhulllwaagll
: (ac/aalqi) wiagiwnll KPI

s alall gl

:(Meta/Google/TikTok) diglhall cilninll

:(Jlgalsy/ owy) dondell api
: (ol / alwilg/ puwl) - Jnlgill dhdi

CHECKLIST =—

22ljng Jnian Brief 1l gdgni




Drive JI _Jc anlwin dnllell Jgni
uulidll abla KPls J algain calaaill
61110 Jinell Jnlgi dhdi

phing jaly Jinell jalga




S0P 02 / 20

Jgngllg dlnunll ginad

ACCOUNTS & ACCESS
aagll —
21lg cwdb g lpdigig Gl Jud alninll Lle abaiall 4 gali

Jgguall =—

Media Buyer + Account Manager

alghall —
.(Ad Account + Pixel + 1G + @aan) Meta Business Manager I _Lc Partner/Admin aalln alhl
Analytics / Tag Manager hyjlg .Customer ID L Google Ads wihl
.TikTok Business Center (Ad Account + Pixel) ulhl

Pixels 1l Test Events Jnclg .lglnaiy (j1ng gaall ¢ilalac| 4]

.Access Sheet | e anunll abgimng IDs I (4 J2uw

auwill jala TEMPLATES —

(wLa) Access Sheet

O Partner/Admin — Business Manager Meta
n — — Pixel Meta
Il Admin — Account Google Ads
O Admin — Ad Account TikTok
O lploaiy (o — edall dadijh Payment
CHECKLIST —

Jola Meta access
hgiyn Google Ads + Analytics

TikTok access




Jeiniy Events g Pixels I
61120 gaall alalac]

¢1Ann Access Sheet
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INTERNAL HANDOFF
aagll —
.anlg One-Pager (G1)b (e Jeuitll &ylay Jid 0jgag Jinell pgay gac Js

Jgguall =—

Account Manager

alghall —

Anillg jggnallg wlaaillg Jinell pily One-Pager j§a

.(Media Buyer / Content / Design / Moderation) ulwall lc (&uyall jlgal 220

ldggunll gjgjg One-Pager dI Jlc aia LSLLLDJ Handoff ¢lnial Jocl

ayalall cilaglill aelgn e @il

Jinell alidg plgall ygy Lle @pall canl

auwill jala TEMPLATES —

(wuLd) Client One-Pager

— One-Pager -

s JLnell

laialy bLdll

:KPIs llg walaaill

:waagiunll jggoall

:cileginn + anlloll Api

:dalninll

Media Buyer / Content / Design / Moderation :duall
s cilaalgall adi

: (GlUb|/pylai) angnacign

CHECKLIST =—

€jging jala One-Pager
61110 (Guyall Jlgai

Joeil Handoff I ¢lainl




jpin plgnll ygs

ailgiall e calan @gnall
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Junell go Guhill gloial

KICKOFF MEETING
aagll —
Lpdigig aladl g siojll Jgaallg Jeuul dhag ciledgill e (gaii

Jgguall =—

Account Manager

alghall —
g lplid claiadl aaial el
Aalill walaaillg blibill linga (Al
ilaalgall agig yulidll adyhg KPIs 1l e Gail
(pldi  gilin] yaidls) siafll ygaall Lle ghol
Apiblin glaiadl 1oy lpiellg MoM I wi4l

auwill jala TEMPLATES —

(wuLa) Kickoff Agenda + MoM

— Guhidl aainl —

whalllg hlbill linga (1

ouliall adyhg KPIsdl (2

Siojll Jgaallg Jeuivll aha (3

(pg plh Ja/gin) wldalgnliall (4
Jolgill aclgng wigia (5

— Minutes of Meeting —
rygralll

:lgilc (Gainll aljlall
sJinell go qglhall

:alenll + dallall aghall

CHECKLIST =—

cloiall Jid ciielil daiaill

lgilc (Gain KPIs I




anlg siojl Jgaall
A11a0 aldalgall all

adigng dietin MoM |
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Junell go Jnlgill pyhii

COMMUNICATION SETUP
aagll —
24lg Jnlgi Glitn jic oyng (§igo Jiid J5 Jhig ghgall gini

Jgguall =—

Account Manager

alghall —
.Jlaloll Alidg ogdll Jnlgill daalg dinw) Alid 21
H)Laill aclgng agall SLA e (Gail
£s)lghll Ganlg ateni dhdiaan
1Guallg Jinell go Glinnll ¢yl

auwill jala TEMPLATES —

(wlld) Communication Charter

— Jnlgill §lisn —
: ool Jolgill alid
:alalnll alid

(Joellalagh échw ___ Jua :ayll SLA
(alewnll/pgdl) ___ Ja :pylaill
aylill_ggill_inell :alaloll @owmi
1¢s)lghll ateonill dhdi

CHECKLIST =—

61120 oy Alid
atlc (gain agapll SLA
61110 plaill aiclgn

Giho alalall dinwi plAi

41g uenill ndi




drauilfimll — ayilill alaynll
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ardyguill ailpaudl cliy el

MARKETING STRATEGY
waagll —
JoAi gho Juualinllg jggaallg (Ggull iy e diivn dhd (sid

Jgguall —

Strategist / Account Manager

alghall —
(waen/agd hilai pglibu) pgrigic) Meta Ad Library Llc (uualinll J
.clpinll élajg Pain points Il Personas (ul
.Positioning _lIg Core Message I 121
aagllg jggoall cuna algidll jlisl

.daalgnll aalgaitnn A ariliwmll waialg KPIs g SMART wlimi a1

auwill djala TEMPLATES —

(wu/La) Strategy One-Pager

~ ayuilfiul —
: lplair LUl il

: (Persona) jgpoall
:(Core Message) dauulwill alluyll

:(Positioning) finill
: cilgidll

:SMART + KPIs alial
:alalfadlg jalaall

(Ld) Competitor Scan




CHECKLIST =—

I N
61110 Personas
Jianlg Positioning g Core Message

63120 KPIs g ailgidll

il _lc Jwnell ddalgn
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Sodll ypjell pioni ey

ITRRESISTIBLE OFFER
aagll —
JI aljanng dald yuasnl Al den yajel aiiall Jgai

Jgguall =—

Strategist + Copywriter

alghall —
Lphy yagell JUaladallg awubwill @ogall 3an
.ainid + nic J5:Value Stack JI ¢yl
Jaigl / dlac / i/ glan :aljaan wani
.ahlg Headline _a yajell gin
2ugill Jud dpen dypth e opial

auwill jala TEMPLATES —

(wlLa) Offer Builder + Value Stack

— ol cliy -
cdlamnll
: (Headline) (Sulwillacgll

:Value Stack

CHECKLIST =—

danlg aunlwill anyall

puall St Value Stack




dalno jlall aljaan
anlg Headline

ugill Jud jluisl dhs
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ilna dhal duaudliwl Jigai BT

MEDIA PLAN
aagll —
Auclgog walaalg ailjins daail dhal dilfwdl Jga

Jgguall =—

Media Buyer + Account Manager

alghall —
.(Awareness/Consideration/Conversion) (Jiall Jalyn lc duiljnll gjg

Alia Jaldlnall gginaa

Jlohnillg (Ul aiclgn Timeline Jocl
.adalgall dhall (ayclg dlayn Jal dedgin KPIs 222

auwill jala TEMPLATES —

(wLa) Media Plan

KPI/waagll
waapimn CPL Leads Meta
waapiumn CPA Search Google
CPM/CPL .Reach/Conv TikTok
CHECKLIST —

Jalall e dilinll gijgi
61120 Allnall glg_ii
wagjen watinjall aac
danlg aclgns Timeline

digian darpgimn KPIs




dhall e Junell adalgn



a1aiill — afIil dlapoll
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aiiil) 1gallg sgianll §yla)

CONTENT & COPYWRITING
waagll —
2 Jaa e sin glle] Jag dollell diti gn (Guin phin sgian

Jgguall —

Content Writer / Copywriter

alghall —
(a1clgn/glgil/galgn) (spgah Content Calendar 32
Hook + Body + CTA Jaigt gilc] J4 wial
Playbook lIg (Jlgals s = Jlunguw) dodlell apil pjill
ponill Jud igall Gle Lala QA Jacl
JlAhailoll Designer pLug Jinell ddalgn aa

auwill djala TEMPLATES —

(wu/La) Ad Copy Framework

- ylcllJaa -
: (¢lwny huw Jgi) HOOK

: (Llficl dallen + Jua + Axylall) BODY
: (aanlg dgha) CTA
sl / paglll

(lptlc Jaei dlinf) Hooks & CTA Bank




:Hooks

pwilplas __ - Llejgair -
JuiilogoJal g -
- (pdaljeanighl -

:CTAs

Glwilg lilieyl / (siégh linls -

Jewll Ay ulhl / elilan jaal -
Ado)lgill ulhl — Aagaan anall -

CHECKLIST =—

jala Content Calendar
optill 0 Guiin igall
CTA g Hook al (ylc| J5

Joeil Ll QA

61gagn Jinell ddalgn
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dloinnill aliil ajlal 'Ill'

DESIGN PRODUCTION
aagll —

Laacign (o diggll go ddwin anll abwldall gl dyle plolni

Jgguall =—

Art Director / Designer

alghall —
.Jlwldnll Design Brief + anfenll _,1gall 23l Designer I
.Jinell Brand Guidelines 1 pljildl
anin Jal diglholl alwlaoll (4 jgai
(alh CTA/&iga/clln|/agng) Design QA
.013g0 dlowig Jani+adell agaa (a ailaoi + Junell ddalgn

auwill jala TEMPLATES —

(wuLd) Design Brief

~ puonill wy -
s cungull/ gle i
syl Il alluyl
:anieall _igall

:CTA I

seuglholl cilwlanll
:3ggn/ga)n
:¢lcginn

Ad Sizes Reference

Feed 1:1 (1080x1080)
Feed 4:5 (1080x1350)

Stories/Reel 9:16 (1080x1920)
Google Disp. 300x250 / 336x280 / 728x90
TikTok 9:16 (1080x1920)




CHECKLIST =—

dnin Jal an alwldnll
Jinell diga o (Guin
(CTA/&uga/clln]) Jneil Design QA

61gagn (Jnell ddalgn

dnhing dlnwn ddlgi alaln
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MEDIA BUYING
aagll —

40w Juuig aingy aeyling afle Jaal alsa ans éjlhlg Gubl

Jgguall =—

Media Buyer

alghall —
.ahAllg waapgll cunn (Campaign / Ad Set / Ad) dloall Jaia (ol

U Ul Jié Tracking dlg calagiwill hiaAl

aenll wdgig dclw 72-48 Jgi waly
lingy JAwg Jraill Scale Jocl

auwill jala TEMPLATES —

(wLd) Naming Convention

Campaign : {CLIENT}_{PLATFORM}_{OBJECTIVE}_{YYYYMMDD}

Ad Set : {AUDIENCE}_{PLACEMENT}_{BUDGET}
Ad : {CREATIVE}_{FORMAT}_{VERSION}

CHECKLIST =—

bgthn dloall Jaa

Jlsun Tracking I

wainjall aaein jLis

dcln 72 Jgi dudln

catenll wld] + Jhalll Scaling

Logy &30 deylinll b




«lpngall Scaling J1 aclga juindl dagana) Jolall Junailly «SOP 11 Deep Dive» (Jnaio waln At
(a=linll cupi
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Latn JLungawull §)la] a

SOCIAL MEDIA
aagll —
Lol laucignll g phiin il Jelaing phin jgna

Jgguall =—

Social Media Specialist

alghall —
Lapno aliwgyl Jgaag jaiglall giil
CTA/glishla/piani/_iga) Jolain cungs Ja gl aali
«unlio adg A 2)g Jelaill guli
.uulin Reactive (sginn ayidlg cilaipill cidl)
Jlodil jjag Lieguul aliwgdl elaf 2l

auwill jala TEMPLATES —

(wlLa) Content Calendar

O O Reel IG |
0 0 Post FB Jid!
O O Story IG eydll
CHECKLIST —
Jaidlall cuna sl
ldannn dlgaan aliwgll
Jolain cungs Ja

2galig Jelaill dzilin

aunlioll alairill any
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(i jagall ayla) a
MODERATION
aagll —
phin Jiawig ajaly agap .Leads J Jclaill dg”p_.l.gdlﬁalg 21 2

Jgguall =—

alghall —
A Gill ClLflng I SLA 22
anlell apiy ajpainll aliwill Canned Replies jga
alilnll Jarjga aalall Leads J1 Jga
i A atigaillg allwaiudl Jiw
Account Manager Ul Gwlwall gglall 21dn

auwill jala TEMPLATES —

(Optill Jac — wlla) Canned Replies

Shukll @] e jgall Jgdi pdi teygi  ely Dal sl

S'd.lj_fniqa.'l' e JOC A9 ga ___ jow ol

.——— Joellacigng.___ _alin] glaall

Caal 5 ellhihig Jnlgii gliic ¢lndyg elowl gann !plni :Lead bldill
.Jaail,sidgh dlen palill e grawl 2ol palio

(wlla) Lead Handoff

:uglholl
: (Yllcl/anin) janall

:@yaall sgluo




CHECKLIST =—

21an I SLA

apainll aliwill djala Replies
I)ga Leads I (Jigai

ah (A alihhall Jrouwi

awbwnnll sglawmll ateni
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dloall §ilhlg dealn

PRE-LAUNCH QA
aagll —

Jiar payl ald Thall — Guhul Jud dngl dala Ja gl sl

Jgguall =—

Media Buyer + Account Manager

alghall —
(CTA/gagl/cilnl/alwldn) calingall gal)
[Placement/dlgaa/aliljin/calagiwl) dlnall alalac] g2l
Julleih Tracking JIg Landing JI 24
.H3gagn cldalgoll J4 asli
alelw Jgi wdlg glhal

auwill jala TEMPLATES —

(«Ld) Launch Approval

— GUhyladdlgn —

O :an dllacdl
o :Jled Trackingdl
o :Jinelldadalgn

: Gllinll ciag/ anli
syl g Jgguall

CHECKLIST =—

Jolall galjn iyl
an dlnall alalac|

Juleu Landing/Tracking I
Aigagn aldalgall (J4

Gllh il alelw Jgi ddlin




.SOP 11 Deep Dive wdln _a « GUhl Jid Lo dealyn» pudl gajl.dlolall QA I Junlail *



allagll Gjlal — dsulyll @lapall
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clneoll daijgall pjlaill

CLIENT REPORTING
waagll —
Wekala diggs culi Jaigr dnudllg ailiill hper phiin anlg j)di

Jgguall —

Account Manager / Media Buyer

alghall —
.(Meta/Google/TikTok) cilninll (J4 alily gnal

(RTL gl clfiall/,fui) 33gall Ll paiiwl

adylull afallg wlaall Jildo KPIs (Ajcl

Screenshots + paiin Juni cani
Alenll 4 deilg jAng alingill wisl

auwill djala TEMPLATES —

(wu/La) Report Structure

afall + Wekalaagg wlle (1
(apai g ailiill pal)  suaii paln (2
anin Jal clhill (3

adilwll dfall + wliail Jildin KPIs I (4
Screenshots + (Jiai (5
alall afall alngill (6

(wulLa) Executive Summary




CHECKLIST =—

dedan alninll J4 alily
paaimn 23gnll allall

adylwll ariallg walaaill aijlan
Screenshots + (JuAi

allall ariall alngd

alesnll A pubuwill
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chaill puidi

PERFORMANCE REVIEW
aagll —
Jhaiwl (ihnig (§)ga Jaudy Lala clalll galy

Jgguall =—

Media Buyer + Account Manager

alghall —

aagiwoll Jildn Legunl KPIs I 2al)
aiyallg aldoall o wenlllg Jraill 2an
(adiaill/caniyya/gaye/aalagiul) el il Jla
(lisl/Scale/walay]) aithaeill jjd

Jlwall aalo (a gugjall ig

auwill jala TEMPLATES —

(wLa) Weekly Review

— cgunill dealjn —
saaagll Jildo playdll
: Jesabl I

fawll ¢+ Ghlgiilo I
sl ggunill aljlall
:alaiwn oy

CHECKLIST =—

CLLCg..LLLll KPIs d21ljn
wenillg Jralll aaai
oIl o

danlg (i al)la

dalaiwall yugjall (Giigi
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6agall Jloh KW

QUALITY ASSURANCE
wWagll —
il yaad aealyng Checklist jic (sghwall guaiy gy pubd J5
Jgguall —
Reviewer + dngnll ualn
alghall —
.anlh Adaga Checklist pulwi ggi Jal
(Four-eyes) _,ili g dealyn J1d Jioell plui jiyan
.CTA/bJ_IgJ/pL('jJT/ﬁJ_g_a)/cJJ_ol Loyla 22l
ohypaila (liic SOP I ¢ gp4il tha gl

auwill djala TEMPLATES —

(c1ILa) QA Checklists by Deliverable

dunbwill dealpnll hlai

el adilhn - anlg CTA - Apti - cllo) Ig4
jalh CTA - aghg - gagl - diga - arlwldn e
alungi - &ga - wlhall dilan - an plajl Jydi
Gldalgo - ddljio - Tracking - walagiwil dlnn

CHECKLIST =—

£gi Jal daga Checklist
pilwill 18 ili o dealjn
Jiolaill éealjn

LAl jlpai aic SOP JI ¢uani
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plgall ajial a
£
TASK MANAGEMENT

aagll —
.24l dala yindang laayclgng anlgo wgjle 23 J5

Jgguall =—

Account Manager/ Team Lead

alghall —
(Trello/ClickUp/Asana) Jioc (Jal 2%gn gt
.allh + Deadline + (Jggun :dngn (J4
ch_uul/ung.uj-m_a Standup
liglg il quiyi aclg plinll @al)
Joianll cuyig Jaal

auwill jala TEMPLATES —

(wulLd) Task + Standup

:Deadline I

To do / In progress / Review / Done :dllal

— Standup -
fa)lnl all anls

séylplll ail Joes

CHECKLIST =—

Jioc Jalaign gl
aleing Jggwin lgl dngn o

phiin Standup




aplinll plgall aeilin
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SCOPE MANAGEMENT
aagll —
.2Alg (Guighy (Scope Creep) adell gyla J2uill o (Gupall 00

Jgguall =—

Account Manager

alghall —
[(ailigly/aling) adell A aghgl Glhill 2aa
.ahly Extra ail 2hg (@Gliill gjla alh sl
Alaiill J1d alalll jow Jhje pid
wigian ulh J5 gig
21l aic (Glaill gal)

auwill jala TEMPLATES —

(«1JLd) Scope + Extra Request

— adoll glhi —

—__ tdneialhiglh | ___ rades | ___ caliog | ___ :jged/puolni

— @lhill gjlb alh -

sulhll

rawalnll aalaill / aagll

o :(agian) Jinell ddalgn

CHECKLIST =—

adioll g anlg Glhdl
auale gl bl i
aucuill 6 S jouw (e
Jgian albh J5 Guigi

a10ill aic (Glhill aealyn
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adleill clgil a
CLIENT OFFBOARDING

aagll —

€92l wib aiaig denwll e halai dalfialy ggleill gii

Jgguall =—

Account Manager

alghall —
aljlaillg Qiliill L olis pydi Jacl
ailnilng algnl Jinell plu
pulwill 2oy dllagll alnidn Jji
.Testimonial ulhl
Aloill Iala clgidl ciw Jaw

auwill jala TEMPLATES —

(wLa) Offboarding + Testimonial

~ ilpi pului -
O ,_,DLDJJJ.CLI
o alilll/ Jgnill pilwg

0 :allagl ailplln allj)

— Testimonial ulh —
elinc b sl ay) — 12 lilen (@Gpai ehij (ninla gann cliinc dpaill gl -dlen Jeonll lijgr clga go glo»

CHECKLIST =—

plun 0l i
alilwlg Jgnil plwi
dllagll alinn alljl
Testimonial ulh

Ll clgitl cuw (Giigi




wekala

223 Jbwa J4 go G3aiig g3l .Templates 1 Jolall Juall — dllagll Jieui plhi
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