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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

Produces a community management SOP — response guidelines, tone, timelines, escalation and reply templates for
comments and DMs — so engagement is fast and on-brand. Use it for a social/community team. For crisis handling
use the Social Crisis Response Kit.

Purpose of this tool & output

Standardise replies, DMs and engagement

How the output is used

Use it to standardise replies, DMs and engagement — a community management SOP so responses stay fast and
on-brand.

Important cautions

Never share personal data in public replies; move sensitive issues to DM.

Companion documents

e Social Media Strategy

e Social Content Calendar

e Caption Pack Writer

e Reels / Shorts Script Writer

e Social Media Audit

e Hashtag & Discoverability Strategy

This is Al-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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