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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

Documents standard operating procedures for your agency — intake, briefing, production, QA, approvals and
reporting — so delivery is consistent as you scale. Use it to reduce chaos and rework. For client-facing onboarding
use the Client Onboarding Kit.

Purpose of this tool & output

Standardise how work moves through your agency

How the output is used

Use it to standardise how work moves through your agency — an operations SOP from brief to delivery that keeps
quality consistent.

Important cautions

Adapt to your team and tools.

Companion documents

Marketing Agency Setup Guide

Agency Business Plan

Agency Positioning Statement

Service Productization Planner

Agency Niche Selector

Agency Feasibility Study

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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