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Marketing Firm Work Request Form
For use with Marketing Master Contracts
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Date: [Enter Date]
 Master Contract #: [Enter Contract]
VISION Vendor #: [Enter Number]
(optional) Agency or Department Generated SOW #: [Enter Number]

All responses to this Work Request Form must include “SOW Agreement Attachment A” in the title.
The State of Vermont Marketing Master Contracts are based on a Statement of Work (SOW) process which requires use of a Statement of Work Agreement, together with a Contractor project proposal, to procure marketing and creative services. (For a detailed description of the process, please refer to the Guide to Working with Master Contractors issued by the Chief Marketing Office). A broad description of the types of services to be performed are included in the Master Contracts (‘Master Agreement’). This Work Request Form is used to outline the details and scope of the work to be performed on a specific per project basis. Proposals received in response to this Work Request must detail the workplan for services to be performed, deliverables, timeline and cost for the agreed-upon services. Proposal responses to this Work Request (labelled as SOW Agreement Attachment A), together with the SOW Agreement, form the binding legal bridge to the actual Master Contracts.

PROJECT:	[Enter Project or Campaign Title]	
Agency/Dept:	Click here to enter text.	Contact person:	Click here to enter text.
Address:	Click here to enter text.	Contact phone:	Click here to enter text.
	Click here to enter text.	Contact e-mail:	Click here to enter text.

TERM:
Work Request release date: Click here to enter a date.	Anticipated SOW start date: Click here to enter a date.
Work Request response due: Click here to enter a date.	SOW end date: Click here to enter a date.
Is this project part of a previous or current marketing campaign?  Yes ☐  No ☐ 
If yes, please describe existing campaign assets and/or how this new scope of work will be integrated into campaign. 
Click here to enter text.

BUDGET:
Total maximum campaign or project budget:	Click here to enter text.
If a budget range is specified, is the agency/dept. requesting separate proposals for each amount?  Yes ☐  No ☐ 
Does the total budget include:	☐ Creative services	Budget for creative: 	Click here to enter text.
Includes all services listed in ’Services Requested’ section
	☐ Paid media	Budget for media: 	Click here to enter text.
Media placements cannot be included in this scope of work (media buying services are procured under a different contract) but disclosing the budget for paid media is helpful context for creative development.
	☐ Production expenses	Budget for production: 	Click here to enter text.
Any production expenses must be detailed in the expense section below.
Expenses 
As per the Payment Provisions in the Master Contracts, all expenses must be pre-approved and included in project proposals and the maximum amount identified in the Statement of Work. To that end, please state any anticipated production or other project expenses. If mileage or other incidental expenses are to be reimbursed, please include below.
Click here to enter text.

PROJECT DETAILS: 	[Enter Project or Campaign Title]
Background [Describe why this work is needed. What is the big picture? Include situation analysis, competition, etc.]
Click here to enter text.
Objective [What should this particular project achieve / desired outcomes?]
Click here to enter text.
Target Audience(s) [Who are you talking to? What motivates them? Include demographic and psychographic info. Include primary vs. secondary and/or different segments]
Click here to enter text.
Current Perception [What does the target audience think now? Include perceived or real barriers.] 
Click here to enter text.
Desired Perception [What would you like the target audience(s) to think? Include calls to action.] 
Click here to enter text.
Timeline [What are the key project milestones and deadlines?]
Click here to enter text.
Project Deliverables [Describe the specific services to be performed and work products to be received.]
Click here to enter text.
Performance Measures/Reporting Requirements? [What metrics will define or be evidence of success?]
Click here to enter text.

[bookmark: _GoBack]SERVICES REQUESTED
The checklist of services below is intended to supplement, not replace the description of deliverables above, and can be used to indicate the relative priority of services requested if multiple budget proposals are needed.
	
	Need
	Want
	Optional
	Don’t Need

	Strategy and Planning
	
	
	
	

	Market Research and/or Surveying
	☐	☐	☐	☐
	Marketing Plan (Strategy/Tactics)
	☐	☐	☐	☐
	Message Development/Positioning
	☐	☐	☐	☐
	Media/Paid Advertising Plan
	☐	☐	☐	☐
	[Other] _______________________

	☐	☐	☐	☐
	Creative Services / Concept Development
	
	
	
	

	Branding
	☐	☐	☐	☐
	Advertising/Collateral Design
	☐	☐	☐	☐
	Data Visualization/Infographics
	☐	☐	☐	☐
	Tradeshow/Event/Exhibit Design
	☐	☐	☐	☐
	Copywriting and Editing
	☐	☐	☐	☐
	Multimedia Production (Video/Radio/PSAs)
	☐	☐	☐	☐
	[Other] _______________________

	☐	☐	☐	☐
	Digital Marketing / Web Development
	
	
	
	

	Content Strategy (IA, content audits/mapping)
	☐	☐	☐	☐
	User Experience Design (templates, style guide)
	☐	☐	☐	☐
	Digital Creative (interactive, display advertising)
	☐	☐	☐	☐
	Digital Marketing Plan (tactics, channels)
	☐	☐	☐	☐
	Digital Analytics/Monitoring/Reporting
	☐	☐	☐	☐
	Search Optimization
	☐	☐	☐	☐
	[Other] _______________________

	☐	☐	☐	☐
	Social Media / Public Relations
	
	
	
	

	Social Content Strategy (calendars, channels)
	☐	☐	☐	☐
	Social Content Development (copy, messaging)
	☐	☐	☐	☐
	Social Creative Development (video, interactive)
	☐	☐	☐	☐
	Social Analytics/Monitoring/Reporting
	☐	☐	☐	☐
	Earned Media Outreach (story pitching)
	☐	☐	☐	☐
	Crisis Communications
	☐	☐	☐	☐
	Press Events/Media Visits
	☐	☐	☐	☐
	[Other] _______________________

	☐	☐	☐	☐
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