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WELCOME!
I ' m  s o  e x c i t e d  t o  w o r k  w i t h

y o u !

H o l a !
I  h a v e  w o r k e d  i n  t h e  e n t e r t a i n m e n t
i n d u s t r y  f o r  1 0  y e a r s  i n  d i f f e r e n t  s e c t o r s  o f
i t .  F r o m  p r i n t  t o  T V  a n d  f i l m .  S e l f  t h o u g h t
i n d i v i d u a l  i n  s o c i a l  m e d i a .  

T o d a y ,  I ' m  t a k i n g  w h a t  I ' v e  l e a r n e d  i n  t h e
c o r p o r a t e  w o r l d  a n d  m y  o w n  e x p e r i e n c e  t o
y o u r  p r o j e c t s !
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B U S I N E S S  H O U R S

COMMUNICATION 

We’ll be using a shared Google Drive spreadsheet to

check each others work status. Or our monthly call

for bigger concerns. 

Monday-Friday
10AM-5PM PST

Emails response are in 24hrs (excluding weekends
and holidays). 

For weekend and holidays emails , will get back to

them the Monday after or day after the holidays 
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Week 1 - Questionnaire and Setup 
Client fill out Questionnaire and provides access to 3rd party
software login
 
Week 2 - Kick off Call (30 min)
Onboarding Call to get access to client’s accounts and 3rd
party software so we can plan ads together
 
Week 3 - Custom Audience
I organize ads campaign and do all custom audience audit
and targeting research

Week 4 - Strategy Call (1hr)
I provide reporting to you via Zoom call to show the status
and numbers of the ads so we know up coming steps for
next month.

TIMELINE

Overview

After our consultation and contract is signed we send you a
folder that helps gather all your assets and content in one
place. Note: Content Delivery (photos, video, audio) is needed
one month in advance by you in order to write, edit and
publish the content/ads on time. 
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PAYMENTS &
CANCELLATIONS

P a y m e n t s  a r e  d u e  u p o n  i n v o i c e  t e r m s

Z e l l e  o r  P a y p a l  a r e  a c c e p t e d  

Y o u  c a n  c l i c k  t h e  b u t t o n  b e l o w  t o  m a k e
p a y m e n t s

 

3  m o n t h  c o m m i t m e n t  r e q u i r e d

C a n c e l l a t i o n s  c a n  b e  m a d e  3 0  d a y s  a f t e r
t h e  3  m o n t h  p e r i o d  h a s  e n d e d

L a t e  p a y m e n t s  a r e  s u b j e c t  t o  a  1 0 %  f e e  p e r
c a n c e l a t i o n  p o l i c y

PAYMENT DETAILS

CANCELATION POLICY

Payment Here
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PAYMENTS &
CANCELLATIONS

G o o g l e  D r i v e :  W e r e  y o u r  p h o t o s ,
v i d e o s ,  a n d  b r a n d i n g  g o e s ,  a n d  o r
c l i e n t  a v a t a r  
G o o g l e  s h e e t s  ( w e r e  o u r  r e p o r t i n g
a n d  s t a t u s )
G o o g l e  d o c s  ( w e r e  o u r  n o t e s  w i l l
g o )

1 .

2 .

3 .

TOOLS 

ZOOM
S c h e d u l e  a  Z o o m  c a l l  w i t h  m e  t o
d i s c u s s  t h e  c h a n g e s  t o  y o u r  v i d e o .
I  c a n  s h a r e  m y  s c r e e n .  

GOOGLE DRIVE

L e a r n  m o r e

L e a r n  m o r e

FACEBOOK
BUSINESS SUIT
W e ’ l l  b e  c r e a t i n g  a n d  r u n n i n g  a d s
o n  F a c e b o o k  B u s i n e s s  S u i t .
I f  y o u  a r e  n e w  t o  F a c e b o o k
B u s i n e s s  S u i t e  y o u  c a n  s i m p l y  s i g n
u p  h e r e :  b u s i n e s s . f a c e b o o k . c o m  

L e a r n  m o r e
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CHECK LIST

Here is what I will need in order to get
started with your social media accounts:

Share access in FB/Instagram and Planoly password

Add branding, pictures and videos to the Drive

Fill out client questionnaire

Invoice has been sent out and is due on the: (date) 

Instruction for video content see below

Set up your Planoly account (TBD) 
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SCHEDULE A CALL

WHAT'S NEXT

T H E  K I C K  O F  C A L L
I N  T H I S  C A L L  I ' L L  D E B R I E F

W H A T  O U R  S C H E D U E L  W I L L  B E  
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