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Brief for PR services

	1. Summary Customer Information

	· Name and Surname
	

	· Brand/Company Name
	

	· Business area/scope of activity
	

	· Website and social networks
	

	· Offer submission deadline
	

	· Budget for PR/Digital/events/design services
	

	· Tasks? KPI (key performance indicators)? Budget? Target audience?

	Which services are you interested in? (indicate desired services or leave a description)

	· Regular PR support (media publications/blogs)
· Occasional news reporting, work with bloggers
· PR campaign for product launch
· SMM or digital services (maintenance of social networks, organization of online advertising, SEO (Search Engine Optimization), SERM (Search Engine Reputation Management), etc.)
· Event tasks (press events, BTL activities, etc.)
· Design tasks (brochures, booklets, business cards, corporate identity, logos, etc.)
· Monitoring and analysis of media, blogosphere, social networks, etc.
	

	Collaboration Goals

	· To ensure presence in the media/blogosphere
· To increase awareness of the brand/company
· To increase the number of company mentions in the media (*** place compared to competitors)
· To strengthen the presence of the brand/company in social networks
· To attract spokespersons/guests/information sponsors, etc. to the event
· To increase the number of referrals to a website
· To achieve certain key performance indicators
	

	Term of collaboration (3 years, 1 year, 6 months, etc.) — indicate desired term

	

	Target Audience

	Describe the target audience for the campaign. For individuals, specify known socio-demographic characteristics and for B2B campaigns, specify the business area and size (by any known criteria)
	

	Motivation of the target audience (what does the consumer want to get from the product/service)?
	

	Main Regions for Work

	Specify the countries and regions (for the Russian Federation, specify the federal subjects or districts) in which the PR/digital campaign, event, etc. must take place
	

	What is the target type of media or blogs? (specify or leave a comment on the "other" line)

	Business, socio-political, news agencies, sector-specific (finance, marketing, advertising, industry, logistics, insurance, etc.), TV, radio, lifestyle, magazines, family, men's, women's, sports, etc.

	*Other

	What are the key social networks? (specify or leave a comment in the "other" line)

	Facebook, Vkontakte, Instagram, Odnoklassniki, etc.

	*Other

	News opportunities. Which company-related events are expected to occur during the project (or have occurred since the beginning of the year)? Specify any events, list alternatives.

	· New product, software, application, brand, etc. release
· New restaurant/factory/etc. opening
· Award received/contest won, rank attained
· Social project/charity event
· Attraction of investments
· Membership in an association/fund
· New contract with a partner or distributor
· Survey/study results
· Yearly, quarterly, half-yearly results
· Meetings with officials/participation in a meeting
· HR news (new courses, motivation system)
· Entering a foreign market
	

	What are the key messages of the campaign/brand? Specify the message to be delivered to the target audience (distinguishing between target audiences)

	

	Project reporting. Note the contents and frequency of project performance reports (quarterly, monthly, weekly).

	

	Company marketing aims for the next 1-3 years?

	

	2. Customer Information 

	History of the company/brand/product, etc. 
If there are brochures and files, photos of spokespersons/products — attach to the brief.

	

	What makes the company/brand/product special (unique market offering)? What advantage makes it different from competitors?

	

	Information about the promoted product/service/person

	

	Please describe the relative price of the company's products (the price of the product is equal to the market average, above the market average, etc.)

	

	If the company is international — is there a single press office at the head office, what is its activity in Russia and abroad?

	

	(!) What kind of information is the company willing to disclose?

	· Big deals with partners and distributors
· Market share
· Financial results
· Resignation and appointment of top managers
· Production volume
· Investments in Russia
· Planned company projects in Russia
· System of motivation and personnel development
	

	Are there speakers in the company who are ready to communicate with the media? If Yes, specify:

	
	

	· Is there any experience in communication with the media (comments, interviews), participation in round tables?
	

	· Is it possible to get a comment within 15 minutes-2 hours?
	

	· Are you ready to state your position on events in the market (major company partnerships, legislation, exchange rates, market developments, etc.)?
	

	Has there been any work with the media/bloggers in recent years? Advances in the digital sphere? Events with media/partners?

	

	Anti-crisis PR

	· Are there topics that are dangerous to the brand image?
	

	· What negative company mentions have been in the media?
	

	· Are there any action plans for crisis situations?
	

	· Do you monitor negative references about the company/brand/product and competitors online?
	

	3. Information about competitors

	· Who are the competitors and who leads the market?
	

	· What are the strengths and weaknesses of competitors?
	

	· Which competitor poses the greatest threat?
	

	· Do the PR messages of competitors contain negative information about your brand?
	

	· Where are competitors most active (advertising, events, media, forums, etc.)?
	

	4. Event organization Specify options that are interesting now or potentially interesting in the future.

	· Press lunches
· Press conferences
· Press tours
· Public-talk
· Manager interviews with journalists
· Public speeches
· Site tours
· Meetings with bloggers
· Events for partners
· BTL promotions/events
· Lifestyle or business events in the form of conferences, exhibitions, festivals, etc.
	

	5. Collaboration with media personalities

	Are you interested in collaborating with celebrities, bloggers, ambassadors, medical, business, beauty experts, etc.? Has an additional budget for this been set up?
	

	6. Integration

	What types of marketing will be used in parallel?
· Advertising campaigns
· Speaking at business events
· Social networks
· PR campaigns
· Custom marketing/advertising/Digital/PR campaigns (events, activities, etc.)
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