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December 2011 
 

A Good Agreement Will Create 

Clarity and Avoid Problems In The 

Future. 
One of the biggest problems today with client work is 

the upfront agreement. If the work you are going to do 

isn't clearly defined, the door is open to all kinds of 

problems. 

A good agreement is especially important when we find 

ourselves doing more consulting and planning up front 

before the strategy and decision on tactics are made.  

I thought I would share with you what I think is a good 

agreement. Read through it in one sitting and then set it 

aside while you consider the order and presentation of 

the elements in the agreement. 

Let me know what you think. Just drop me an email at 

dave@agencyroundtable.com 

Scope of Work and Authorization 

DATE:  Enter the date here 

TO:   Executive’s Name 

FROM:  Account Executive’s Name 

RE: Marketing and Communications Counsel Q1 2012 
 

The  Agency Company Name (XYZ) is authorized 

to engage in a project for Client’s Name (CLIENT) 

entitled Marketing and Communications Counsel 

Q1 2012. 

 

Overall Business Objective 

Move towards long-term objectives and help to 

achieve short-term measurable goals for 2012 by 

improving marketing and marketing 

communications efforts. 

 

Means to Meet the Overall Business Objective 

1.  Enhance the 2012 marketing plan through 

refinements to strategic planning and improved 

integration of tactics. 

2.  Develop tactical action plan for 2012 

3. Refine marketing and marketing communications 

budget allocation for 2012 

4. Define a marketing implementation program 

5.  Gain clarity on leisure and group motivation to 

purchase 

6.  Refine brand positioning statement and brand 

identity 

7. Develop creative strategy and new creative 

messaging 

8. Help to develop consensus among key 

stakeholders 

 

Deliverables 

MarketWise 
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1.  An enhanced integrated, strategic marketing and 

marketing communications plan, which will 

include: 

- Summary of CLIENT’s long-term objectives 

for CLIENT and short-term measurable 

business goals for 2012 

- Profiles for the overall brand communications 

target and each consumer sub segment. 

Analysis of and recommendations for 

identifying new targets with emphasis on 

group business and markets of least 

resistance. 

- Strategies for motivating action among each 

key consumer target audience for 2012 in 

order to reach short-term goals and move 

towards long-term objectives. 

- Actionable tactics for implementing each 

strategy, which may include, but will not be 

limited to online and offline advertising, SEO, 

SEM, social networking, public relations, 

direct marketing, sales support, point-of-sale. 

2.  A tactical action plan, which will include: 

- Tactics for implementing each strategy, 

organized by target audience to be impacted. 

- Tactics presented on a 12-month calendar 

for 2012 to show synergy and to reflect 

implementation of each relative to business 

need periods and target purchase process. 

3. Budget allocation for 2012.  

4. A marketing implementation program designed 

to improve efficiency of execution and to 

accelerate results, which will include guidelines 

with assigned responsibilities for completing 

each strategy, including: 

- The operations department(s) that will 

determine operational feasibility  

- The marketing team members or outside 

resources responsible for consumer 

communications  

- Identifying opportunities for partnerships on 

marketing programs and promotions to 

enhance validity of the Client Company 

Name's positioning and to defer cost and 

stretch the marketing reach. The design and 

implementation of each partnership program 

as well as the solicitation of partners will be 

defined as separate projects. 

- Accountability mechanism for feedback on 

progress   

5. Ongoing counsel relating to marketing and 

marketing communication for an initial period of 

12 weeks. 

6. Creative direction for all marketing 

communications, such as online and offline 

advertising, collateral and sales support 

materials, point-of-sale materials, public relations 

support materials 

Process 

1. XYZ will endeavor to finalize this agreement with 

CLIENT the week of December 21, 2009. XYZ 

will provide an invoice for payment of the first 

retainer installment and CLIENT will provide 

payment before XYZ begins work on this 

project—Marketing and Advertising Counsel Q1 

2012. 

2. Upon receipt of the first retainer installment, XYZ 

will review all client input to date, and request 

any additional information required to develop 

deliverables as described above. CLIENT will 

promptly deliver to XYZ copies of necessary 

materials and information. 

3. XYZ will endeavor to develop and present to 

CLIENT the following within approximately 3 

weeks: 

- Enhanced marketing and marketing 

communications plan 

- Tactical action plan 

- Budget allocation 

- Marketing Implementation Program 

4. XYZ will provide ongoing counsel relating to 

marketing during the 12-week term of this 

agreement. Account Executive will serve as the 

primary contact and will be available to work at 

Client Company Name, in concert with the 

CLIENT executive team and marketing staff, as 

deemed appropriate by CLIENT and XYZ. 

5. Upon approval of the marketing/marketing 

communication and tactical action plans, 

appropriate resources for implementation of 

each tactic will be recommended by XYZ as 
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needed, and approved by CLIENT. XYZ will 

supervise approved resources. Specific costs for 

the implementation of tactics with resources 

outside of CLIENT will be negotiated by XYZ 

when appropriate and approved by CLIENT 

before work is performed. For all tactics to be 

implemented by XYZ a CLIENT PROJECT 

AUTHORIZATION (CPA) will be presented to 

and approved by CLIENT before work begins. 

6. XYZ will collaborate with public relations, 

Internet as well as media planning and 

placement resources. 

7. XYZ will provide creative direction to internal 

marketing team and external resources charged 

with creating and producing marketing 

communications. 

8. Two separate projects will be defined and 

supervised by XYZ. For each XYZ will develop 

separate Client Project Authorizations, which will 

define the scope of work and costs. Upon the 

approval of each CPA, XYZ will direct the 

execution of work specified in each. The projects 

will be: 

- Refinement to brand identity: logo, 

typography, color palette 

- Creative messaging concepts demonstrated 

with select prototypical campaign elements 

9. Separate CPAs will be developed for each 

partnership marketing opportunity deemed 

actionable.  

 

Fee 

Fee for the project entitled Marketing and 

Communications Counsel Q1 2012 will be $   

The fee will be paid in three equal installments due 

and payable before the first day of each of three 

four-week periods. All work to be done during each 

of the three four-week periods will not be initiated 

until payment for each installment of the fee is 

received. 

Inclusions – The fee includes costs for: 

- Consulting time for all services described above 

- Travel time 

- Publication and delivery of marketing, tactical 

and budget documents as a file on disk in 

PowerPoint, Excel or Microsoft Word. 

Exclusions – The fee does not include costs for: 

- Travel expenses: airfare, ground transportation 

from consultants’ residences to airport in city of 

origin, ground transportation between closest 

client airport and CLIENT, accommodations 

while at CLIENT, meals, gratuities, internet 

access while at CLIENT 

- Fees, expenses, production costs, out-of-

pocket and any other costs related to the 

implementation of tactical plan components and 

marketing partnerships with resources outside 

of CLIENT 

- - Brand identity refinement project, as 

described above, including: art direction, 

design, artwork, graphics files, file formatting for 

use in diverse applications, writing usage 

guidelines, creating usage guidelines manual, 

digital file preparation and publication of manual 

- Creative messaging concepts project, as 

described above, including, but are not limited 

to: copy writing, art direction, art production, file 

preparation, file management, file distribution, 

original or stock photos and graphics 

- Purchasing secondary research, if deemed 

necessary 

- Designing and conducting any primary 

research, if deemed necessary 

- Preparation of visual aids for research, if 

deemed necessary 

- Out-of-pocket costs when required 

Terms 

All invoices will be paid by CLIENT upon their 

receipt from XYZ. If payment is not received by the 

due date stated on each invoice, XYZ will halt work 

on the project defined in this CPA until payment is 

received. 

All invoices presented to CLIENT from XYZ will be 

provided as digital files in Microsoft Word and 

emailed to one person to be defined by CLIENT. 

CLIENT will acknowledge receipt and approval of 

each invoice along with confirmation of payment 

date in a reply email addressed to ABC@XYZ.com.
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Upcoming AMR Workshops and AMR Networks  

As the market continues to change and evolve,  AMR Networks are capitalizing on changes in 

their local, regional, national and even international markets. Again this spring, the five AMR 

Networks will hold their spring meetings. During 2011 the four of Networks reached capacity 

membership. One has space for one new member. Admitting a member to a Network depends 

on the candidates geographic location, their market and client emphasis measured against potential conflicts 

with other members of that Network. A prerequisite for membership is attendance in a Management 

Roundtable in the last two years. 

In addition to the upcoming AMR Network meetings, AMR will hold an AE BootCamp, a Workshop for  

Strategic Account Management, and a Financial Firepower Management Roundtable. For more information on 

these programs, go to the AMR website at www.agencyroundtable.com 

Think about joining us, or sending your staff members to the AEBootCamp, Workshops and Management 

Roundtables.

 

Dave Wood 
Founder Agency Management Roundtable LLC
 

Upcoming AMR Workshops & Group Meetings 
February 9-10 AMR Synergy Network Meeting   Key West, Florida 

February 20-21   AE BootCamp 2.0 - More than the basics Las Vegas, Nevada 

March 2-3 AMR Strategic Agency Group San Antonio, Texas 

March 22-23  Management Roundtable: Financial Firepower Scottsdale, Arizona 

March 26-27 Workshop: Strategic Account Management Las Vegas, Nevada 

April 19-20 AMR Amplify Network Denver, Colorado 

May 4-5 Alliance of Marketing Communication Agencies New Orleans, Louisiana 

May 17-18 Roundtable of Agency Management Principals Austin, Texas 
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