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This guide explains what the tool produces, how to use the output, and what to watch for. The actual output
(draft/report) is generated on the tool page.

Background

Get a client servicing SOP for consistent, responsive service — communication cadence and response times,
meeting rhythm, escalation, documentation, account roles, and how to be proactive. Fill in your details below.

Purpose of this tool & output

Consistent, responsive client service

How the output is used

Use the SOP for consistent, responsive client service across the account team.

Important cautions

AI-generated SOP; adapt to your agency.

Companion documents

Agency Retainer Structure

Scope Creep Control Kit

Creative Brief Builder

Media Plan Builder

Client Reporting Template

Project Effort Estimator

This is AI-assisted guidance. Verify with a qualified professional before any binding decision. Fees, authorities and
processes vary by state and change over time — confirm with your state authority.
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