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Brief 1l puAiig puiwl

CLIENT BRIEF INTAKE

wagll =—
gliie — Jeub (sl Taii o 16 10lg glan _a aalaalg ahlbihig Jinell (e alnglenll J4 gnai
gindi e gho golwl e Joiibi

Jgguall —

Account Manager

alghall —

«aapinall jggoall .ailnay/ailaiio .ahbii Ub_Q_I 13gn Brief 2agni Jinell el
Jagpell deung (KPIs) dlnall walaal Ayganll ddljoll cuoaliall

danlg o gl andli ahdi @i a1ngig Brief |l doaljnl (L'J._I_.Illflgi gl L'J._I_.IJ.igT) ¢lnial 322
Brand Guidelines s1g .cilaiinll jgn daghall lglill .gaglil :dnlell Jgnl alhl
A5go anwi pthis (eadl Ayl + Junell pul) Drive JI e Jinelljalga a dala Ja (ng

(J1o1] + abwilg + pul) Jioell aénli (o daalg Jnlgi dhdi xaa

anls lapioi o (Jid Checklist
22ljng Jnian Brief I 23gni
Drive JI _Jc anlwin danilell Jgni
aghagl digian (KPIs) calaaillg diljioll
éi1an Junell Jnlgi dhdi
phing jaly Jinell alga
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Jgngllg alounll giaai ({5

ACCOUNTS & ACCESS SETUP

aagll —

Lo anl pali gf Jihel pitlnala glive — Gubyl Jud alainll e abadall g4 laic gl asli

A
Jgguall —
alghall —

dlI'+ Ad Account I + aaanll :Meta Business Manager I _Lc Admin/Partner diailn alhn|
plpimildl alwna + Pixel

Google Analytics / Tag kujlg .Customer ID JI (G1jb (jc Google Ads lc anniln alhl
.(H3g2agn gl Manager

Pixel 1l + %,J'JJ_CJLJI bl :TikTok Business Center e dialln alhl
Adijh @hg allagll Ug Junellaliljall Joaiy (jio — aghgr gaall alalac) aan
G| L___c,i J1a (Test Events) an (Jauuiy Lgi] Events Ig Pixels I g2l)

.Jinell yals "Access Sheet” _a alinllnllg IDs I J5 Jauw

Checklist

Jola Meta Business Manager access
hgipn Google Ads access + Analytics
TikTok Business Center access
J<iwir Events Ig Pixels I

lpilc (Gaing Aiaan gaall alalac]

¢1An Access Sheet
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Guall dunsi putui ()

INTERNAL HANDOFF

aagll —

Al A gbldulo gliic — fay Jeidll Lo Ju hutll ojgag Jraell pgas Guall f gac Ja
ldgdunll

Jgguall —

Account Manager

alghall —
danllell anig .aliljnll .0jggna aalaai ablii :(One-Pager) Jinell jnalo j§o
.Media Buyer, Content. Designer, Moderator :01 ulwall _lc (Guyall Jlgai bl
Jildgguall gjg.'l'g One-Pager JI _lc aua L5u.|.|:1_| Lhala Handoff ¢laial Jocl

(puolaill 3clgn cuilighll aucign) aulshall aloguill uclga e G4l

aslall nlgill alid + Jinelly polall plgall ygi e @Giall can

Checklist
¢jging jala One-Pager
ahRialal lg._I_J_CIJ|J|gji
Joeil Handoff I clainl
jgaio plgoll 3gy

algidll e calan guyall
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Junell go Guhill glaial

KICKOFF MEETING

aagll —

PB4 cgu yiyalo ghiie — dyladl go Sinjll Jgaallg Jeuill dhag aledgill Ll Jinell go Gdii

014 19|

Jgguall —

Account Manager

alghall —
gy lghd Jinell claialll daial ciell
JA4ilo Ji6 ap (oala lin] asli — aalaalg abliil linga (el
kil yulid adyhg KPIs I e (gail
Hylaill alclgng gl aiclgn .Content calendar I : Sinjll Jgaallg Jsanll @hA gﬁg
9! pla Juag . igall/piolnill e (§algu gio — aldalgall &yl Lle (Gail

Apnlo ¢loiall o) lgiolg Minutes of Meeting A aldalaidl Ja Lng

Checklist
gloiadl J1d dioyil Aainill
lgulc Gain KPIs |
anlg sinjll Jgaall
A112n aildalgall adl

ddigng Gietin MoM I
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Juasll go yoigul pusii (Y

COMMUNICATION SETUP
aagll —

aliblhan A doylh Al yindo — dieojng ddigo dab g5 Jhig Jolgill o shgall gini

Jgguall —
alghall —
(Drive) alalall alidg (wgp / guijy wlwilg) Logul Jnlgill Aaalg diowy Alid 110
Joell alelw Jus Al flin — (Response SLA) agayll aiclgn 2an
0uclgng (sppid/ cgul pydi e @Gail
aylill_calall ¢gi_Jinell pwl:alalall a5go dnwi plai Jocl

.alale dalann A9l danlg (Escalation) ateni dhdij1an

Checklist

61110 (Jnlgill dinwy alid
atlc (Gain agapll SLA I
61110 pjlaill aiclgn
Giho alalall déinuwi plhi

Jtaihll danlg atenill dhdi
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01 puall Jigaig . 59 yaje plani.alily Cle dlitn dnuilyiul cliy:dhall dall go
Auaiill djala (Media Plan) dlna ahAl
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MARKETING STRATEGY BUILD
wagll —
Auldi gl oAl Jle yiio (Juualinllg jggnallg Ggull Lo éoy e i dhs S
Jgguanll —
alghall —
npigd hldig.ppngic :P.E]JLQLLIi Meta Ad Library _lc pgilitlc] :(unalinllg (Ggull J1o
.Apdeng
clpll édlayg Pain points Il .alolaiadl Lalyegaiall ((Personas) waagiwnll jggnall 2aa
.Jinell jioy Ui Positioning lg (Core Message) b il allwyl 229

.aapllg jggnall cuna (Meta / Google / TikTok) duwlinll algidll 2aa

Alia Jal KPIs g SMART wilaal 21a

aaalgall Jinell e lgryclg aalg aiiwn g dyyilfiul Qisl

Checklist
@digng da1an0 Personas
Jtanlg Positioning g Core Message

61120 KPIs Ig cilgidll

il e Jwnell adalgn
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sgill yajall pnni

IRRESISTIBLE OFFER DESIGN

aagll —

glle i oo el guy sgall gayell — Jigaill auwi gay (Ads) wen jajel anaall/aiinll Jgai
glall

Jgguall —

alghall —
gl I alamnllg lgoady Jinell il aunbwill angall 2an
(Value Stack caln paaiwl) mic J4 dold + Lilgill Jiaell oasly U g5 Value Stack I (il
.JAigig (Urgency) agann cidg JScarcity) éyai . lon jldll caljaan canl

Apubwill dalall yaali (Headline) danlg dlna g Jajell 2in

ayiljall giigi o Judi dten ayph e el pial

clidl yulwis plhill allgi g Offer Tacticsg Value Stack c1Ld paaiwl :daclall Glaloll hiy *
ol

Checklist

aanlg aunlwlll anyall
puall S Value Stack

aalro jlpall aljaan
jaiing anlg Headline

guglll ha)uixl ahs
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dlna dhal dyailiwl Jigai

CAMPAIGN / MEDIA PLAN

aagll —

.alyn Jal uflllaig duiljtnl anlg Media Plan — aiclgng pL{:UTJ_ aaaii dhal anilfiwdl Jgai

Jgguwall —

Media Buyer + Account Manager

alghall —
Awareness / Consideration / Conversion :(Jaljnllg ailgidll lc diiljinll gjg

:Meta: Traffic/Leads/Sales - Google: Search/PMax - TikTok — alid (Jal cillnall glgji hhia)

.Reach/Conversions

.alna Jal aiglhnll Creatives g ailille I 2ac 222

Alnlwillg gUhdl arclgng Timeline Jocl

aapgimnll ROAS Jig .CPL, CPM, CTR :alajn (J4l dedginll KPIs Jl 2aa

JGUhdl Jia adalgnll a5g Wekala diggl Jroell Lc Media Plan JI gaycl

Checklist
Jalhall le aliljiall g1jgi

alia Jal d3aan alnall glgil

danlg aiclgn) Timeline
digian aaagimn KPIs

dnAll e Jinell ddalgn




The Execution Kit — a1a11ll
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aiilly 1gallg sgianll 4)lal

CONTENT & COPYWRITING

wagll =—
anlg wa al yilel Jag oaiclgn (a pluiy dnllell dpi go (Guing phin sgian

Jgguall —

Content Writer / Copywriter

alghall —
Juill arclgog calimgyl glg.ii 2ualgall : sppi Content Calendar jga
.Copywriting Playbook Jlg (Jwiguwl!l Jlgala SSan ie) dodlell dpi cuuwa 1gall (sl
.anlg Body + CTA + (Sg4 Hook ;| JAl
p1onill agy o J1d (QA) Llala Agall 22l
Lpilc @Gainll aldalgall all cuna adalgall Jinell ciel

Al alhnilall gn Designer U pL.u .adalgnll 1)

Checklist

jala Content Calendar
dolloll Api gn (Guin igall
CTA g Hook al (jic]| (Ja
Joeil Ll QA

A1gagn (Jinell ddalgn
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dloionill aliil ajlal

DESIGN PRODUCTION

aagll —
Laaclgn A dnlning 2anll alwldoll Giggll go dduwin ch Sgiwn e piolnj

Jgguwall —

Art Director / Designer

alghall —
anio Jal diglholl alwldaoll Sl Brief + anionll LrvJ,gb_ll 21l Designer I
.gaglll .hghall ,glglill : Jinell Brand Guidelines cuun (Joiml
Jlninll alitlc]g .Feed (1:1 / 4:5), Stories (9:16) :anll alwldanll j§2
Jalh CTA dig .cugpll .cllndl . agngll :(Design QA) dulala d=alin
(adell _algilc Gainll J1aeill alaigl Ssadl 1) ciliaeill Adig adalgall Jinell ciel

Jstill jmla jalga a lghag asgo plai lgihw ailgill awill jan

Checklist
anin Jal an alwlanll
Jinell diga go (Guio
Jneil Design QA
61gagn Jinell ddalgn

dnhing dlown aiilgi wlaln
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2ty Lol
MEDIA BUYING

aagll —
Jniwn guuig 4ng; aeiling agljnll Lle gano sile Jhaal dlla ailna djlalg Gulbl
Jgguwall —
alghall —

.Media Plan dlg caapll i (Campaign = Ad Set = Ad) dloall Jaia jia

.Pixel 1l (yn Custom Audiences g .Audiences. Lookalikes :calagimill hinl

gl Jid Conversion Events _lg Tracking JI (o a4li

.Audience g Creative (jn sl Lle dcjgn aylial adiljay Glal

arenll adgig (CPM, CTR, CPL/CPP) dclw 72-48 Jgi claill wiail)
A/B tests g yniwlg (Layai diljinll 2gj) Jleu U Scale Jncl

agilinll apiy g lingy 2iliill Jaw

Checklist
bgthn dlnall Jaum
ain a4ling Jleuh Tracking I
aliy Al 2aein jUiAl
dclw 72 Jgi dwdln
warenll wldll + Jralll Scaling

Logy ¢iaan dgylindl cud
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Lato Jluiguull d)lal

SOCIAL MEDIA MANAGEMENT

aagll —
il aclgall g phiin piiy Jinell alnin e Jelding phin jgan

Jgguwall —

Social Media Specialist

alghall —
Anio Jal Jlinll aclgall g pnill Content Calendar I @4l
(algaall ailgal gl Meta Business Suite) cilimgudl Jgaa
CTA + alalibila + prani+ igh :Jolain cungs J4 gl a4l
nlin adg La aldleill Lle 3g Jelaill gili

.anllell cunlin jgai Lol Reactive (sginn aridlg Trends I cidl)

Checklist

Jaidiall cuna Suitlo piill
Ldpun dlgaan cilimgyll
Guiing Jolhio cungy 45
2galig Jelaill deilin

duulinll ¢ilaifll an
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uponna

MODERATION & COMMUNITY

aagll —

Jinell go yuloi dhdi p.ai 01 — dleung Leads J Jelaill Jgay cllnell Llc _Alfialg g 3

Jgguall —

alghall —
(Joell alclw g daién X Jis Lin) ayll SLA g ¢tiy)agall alégl 220
.aollell anil (gdlgall atclgall jlewill) ajpainll allwill djala Replies j§a
alildl Ja go Ijga Junell/aleunll Gipal éalall Leads I (Jga
(per-branch / per-employee ¢ilialan i) i _a aihgaillg aljlwaiw il Jiw

«langl lalen Joleii Lo Ja1 Account Manager L dwlwall sgladill aon

Uitisg Lpgad (tiyagall clal pudi saei cabhgn/gia Jal alialanll y)léi i dhauln *
Leads | ciljbuwaiwll Jigai Jaen

Checklist

@bihng aaan Il SLA
ayainll aliwill djala Replies
1)ga Leads I (Jigi

awh (a alihball Jowi

dwlwall sgladll aeni
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dloall §ilhlg dealyn ﬂ

PRE-LAUNCH QA & GO-LIVE

aagll —

oaz hall o i gas)l Gub gl Jud Thall — Jeidi dloall o Jut doslw aals Jo gl 25

Jgguwall —

Media Buyer + Account Manager

alghall —
CTA Jlg .gaglll .cilodl .alwldnll :Creatives I g2l
Placements _Ig .algaall .aljiall walagiwill :alaall alalac) gal)
JAwy Tracking JIg Jld pjgall / Landing Page I (] a4l
dalb Ja e @alg Jinell — 83gagn aldalgall Ja gl a4li

.Rejections gi Errors agag pac (o a4lill cile bl dgT udljg Glhl

Checklist

Jolall dealyn Creatives I
an dloall alalac]

(L& Tracking Jl g Landing !
61gagn uldalgall (J4

Glh il alclw Jgi dwdlyn




Agency Management — dllagll ajlal

«Glhill La p9aillplgoll djlal.dagall glon clall pudi pylaill paimoll Jionill
cudlfioly adleill clgilg
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cllneoll aijgall pijlaill

CLIENT REPORTING

wagll =—

S dinell e halhy guigall pyaill — lgoadiy I doudllg iliill yayey phiing anlg pydi
il yugall Jodll

Jgguall —

Account Manager / Media Buyer

alghall —

Meta, Google, TikTok :calninll J4 (a cladll cilily gnal

(214BFF, RTL# gly elijialyllg 081B48H ., fuill) Wekala cuggy 23gall cilléll paiwl
Reach, Leads, CPL, ROAS :adjlull ariallg walaaill dijlédn KPIs JI (Acl

(ag Jiwl Ul al) pinn Julai + allnall Screenshots wanl

Al ariall aluagill sl

.auc Gainll oalein A aiwylg PPTX / Word jAn

Jo L glie pyar Jal culi 914 Client Reporting Structure paaiwl :anclall alalally hay *
.03gallg Jawll guai e pjlaill

Checklist
dedan dlninll (J4 alily
paiimn a3gnll culall
adilwll agiallg walaaill dijlan
Screenshots + (JuAi
allall driall alingd

aleinll a prlwill
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claill puidy a
PERFORMANCE REVIEW
aagll —
Jluy Jinell siiwi giin — jlail (giinig ()93 Juiy Wala abuall clal galyi

Jgguwall —

Media Buyer + Account Manager

alghall —

aagiwall hldn Lieguul KPIs I gal)
aonlillg Jhalll Creatives Jlg cillnall 2an
Sainill Ug iy gaje walagiul alull gl
.10 jbisl g .Scale waldy] :aiiliaoill jyé

bl aln a dalaiwall gugpall Gig

Checklist

drcgul KPIs dealin
waenlllg Jhalll ajanai
Gl Julai

danlg (i aljlya

dalaiwall yugyall Guigi
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dagall JloA
QUALITY ASSURANCE
wagll —
agan yin plii dagall — Jinell Jngy Lo Jud dagall (Sghua gudir a5 pilu J4
Jggaunll —

Reviewer + dnpgnll ualn
alghall —
.anlh Aaga Checklist _a (Gloa ppdi poniiga) pului ¢gi Jal
(Four-eyes principle) aaly _ili gaaud Lo ué Junell agy puluwi ginan
.CTA lIg ulgyll pléyill cuggll ol layla gal)

AU pyaile glive Playbook JI /7 SOP I &iaa g4il h A

Checklist
ptlwi egi Jal daga Checklist
prlwill Jid ili ot dealjn
(ulgy/playi/cuga/e o)) Junlaill aeali

LAl jlai aic SOP I ¢uyani
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plgall G)la] a
TASK MANAGEMENT
aagll —
Gupall Ju gdiy aala yinang laaiclgng anlgo wjle 13 5

Jgguwall —

Account Manager / Team Lead

alghall —

.Jinc Jal (Trello / ClickUp / Asana) 13gn plpn aygs pasiwl

(To do / In progress / Review / Done) dllag .Deadline ,Jgguwn :lpgil dngno (J45

allall aeylinl cquul/ ,ng) jund Standup Jocl
iliglgdll wiyi acig apalinll plgall gal)

lgaiyig dlniqnll plgall Jadl

Checklist
Jinc Jalaign plgn g
aleing Jggwo lgl dngn J5
phiio Standup
aplinll plgall deilin
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Jaoell Glhi _a paaill

SCOPE MANAGEMENT

aagll —

Jldn g (Gupall wajiiny 0 — (Scope Creep) adell gjla dabjll Jeunll (o (Gipallg dllagll 0

Jgguwall —

Account Manager

alghall —
Jieill aliglg adoall.aliwgdl.plolnill 2ac :adell 4 aghgr Joell (Glhiaaa
Extra lgi] wahly ahg (Glhill gb aab b Jinell gl
0aaii lo Jid _atal Jeull jou gaje pad
Bub yiin gian Glaill gl wilh g4 dig

A1l aic Junell go bjga Glhill gal)

Checklist
adeoll LA ugihng anlg Glhill
aghgs dralall abdhll ayaai
Aaiill Jud [im Sl jew (Jaje
Jgiqan alh J4 Guigi

uxill aic (Glhill dealjn
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adleill clgil @
CLIENT OFFBOARDING
aagll —

Gyala g Jaal agiall ddyh — cgagll uly aidig denwll e halai aalibl ggleill L gil
Jinell

Jggauall —
alghall —
Adleill dria Jua aljlaillg iliill Jay olia yydi Jocl
(alily .alaln ablus) anai Ul alpinllg Jgnil s Jinell pl
(Security) prlwill 1o d@llagll aliniln Jji

.Jioell gn Feedback / Testimonial il

ain pleill Ll clgigll cuw Jawg gyl agian alyl eljil

Checklist

w

pluin ,0li% j)47
alilllg Jgniil pilwi
allagll alniln alljl
Testimonial i

LAl clgill cuw (Gugi




ancla digalg Glaln

(Gluwil jialg grwl Jeubll laig als plkill Iga Jeibi djala algal gyl

SUPPORT FILE - A

dnidll guasn — Value Stack n

ga ay] —
Alpill Jinell gliic — aiowd aiin ugiao paic J4 .danlg anud poliel e sl clhail il
agaay Ul o iy sl a3l ail guay

analiwmi Sljl =
(uaigi/ana’y/aala) Ja + qiiall) Jinell @13y dala Jb wisl
Jale Jal @padidogd ha

Gpall g glire leall jowll Lgijldg alall aniall gnal




SUPPORT FILE - B

gyl aljaan — Offer Tactics e

g9 ayl —
Jigaill apui gajig e (ST Sdi jal alhyiai dcgnan
drwlwill alagiaill —
Jidll (o Jioell waga Juiy ((Guarantee) JloAll
.anidll gobna] (Glai dagaan din4 :(Scarcity) 4yaill
2wl jljall gaa) agaan didg :(Urgency) dlaell

Jaall g qenl gagell i daln] (Bonus) gaigdl

SUPPORT FILE - C
aliall Jus — Copywriting Playbook n

ga ayl —
glb.l 1 pall A ils Lj glic — CTAs ig Hooks U djala gin en .dollell apig diliall aclgd
Sgiwnll gnai

athey I —
(29299 JIgals (5o e = Jlpbgw) (sginn ¢gi J5 api
«ljay CTA ,@idy Body «cLinny Hook :jile I Jaia
.Jia=illg plaaiwll djala CTAs g Hooks eliy

agile i aliall (g Lgiiaii defld clhal




SUPPORT FILE - D

pyLaill Jai1a — Client Reporting Structure n

ga aj] =—
.B813gallg wwirillg Jadll guaiy elhi pjlaill Ja ghiic Wekala duggy Jinc ppai s culill Jagll

AL plwdl —
Jyaill aria + Wekala cuggyt wallé
(Bl g ailiill pal) sagaii gpaln
(Meta / Google / TikTok) anin Jal Junaill clalll
adilwll afall @ijldo + walaalll Jildao KPIs I
.Screenshots + (JuAi

il driall alingill

wekala W
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