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[bookmark: _m4ej0lgi985s]Getting Organized: Preparing to Hire a Digital Agency
Don’t you love the feeling of showing up to a meeting totally prepared? Use this worksheet to prepare for your first call with an agency.

1) [bookmark: _rnzvy3yxs55i]Collect statistics on your current performance:

a) [bookmark: _bkkgtce2kmmb]Overall monthly traffic and traffic by channel
	



b) [bookmark: _ebh975qsy31w]Monthly leads and leads by channel 
	



c) [bookmark: _2ol5jskss4jx]Monthly new customers and customers by channel
	



d) [bookmark: _1mttlj8ffs7z]Average customer value
	



e) [bookmark: _s1lm5kxfp54z]Annual revenue
	



f) [bookmark: _pnou6ct7f2md]Any other statistics that might be important for creating a custom marketing plan for you (e.g., profit margins on recurring revenue vs. project revenue)
	




2) [bookmark: _g7o5lzf158y]Detail your high-level goals for marketing and revenue over the next six months to a year:
	For guidance on this exercise, use our Goal Planning Worksheet here.



3) [bookmark: _cjn70kxjnudv]Complete a high-level gap analysis of your team members. 
[bookmark: _rq4vz8oye8v4]What skills and knowledge do they have? What do they lack in skills and knowledge? What does your team lack in capacity to complete marketing efforts?
	



4) [bookmark: _468sd4jl7evp]Describe the purpose of your business, detail your most important products and services, and describe your ideal buyer(s) at a high-level. 
[bookmark: _r0yezx38p95o]Ask a few team members for their input and confirmation.
	



5) [bookmark: _rdihcnc1c11w]How would you describe the state of your brand today on a scale of 1-10 with 10 being perfect? 
[bookmark: _aqdfas87hcpo]Take some notes on why you selected this number.
	




6) [bookmark: _d5qkgsfblr76]How would you describe the state of your website today on a scale of 1-10 with a 10 being perfect? 
[bookmark: _ilfj7vdtowz]Take some notes on why you selected this number.
	



7) [bookmark: _6yxupd30s6u2]Do you have the marketing technology you need to support your marketing efforts? 
[bookmark: _wy2j7qdzbjk0]If not, what are you missing and why do you need it?
	




8) [bookmark: _8y3tmodf1t1h]If you believe you have all the marketing technology you need today, is it all working effectively? Where could it be improved?
	



9) [bookmark: _5j5fcoowby17]Based on your responses above and your previous knowledge, what are the top 3-5 tactics and strategies that you need help with from an agency? 
[bookmark: _zc2ogofks5lp]Are you sure these tactics and strategies support the achievement of the revenue goals you outlined above?
	



10) [bookmark: _vicb7bnkns0l]Once you’ve confirmed that the 3-5 tactics and strategies outlined above support the achievement of your revenue goals, make sure you can articulate that reasoning to your leadership team and ask them for their input and advice. 
[bookmark: _56kw2tnlm29q]This will ensure you understand their needs and priorities for marketing.
	





  |  Worksheet: Getting Organized[image: SmartBug_Logo_FINAL.png]


  |  Worksheet: Getting Organized[image: SmartBug_Logo_FINAL.png]
image2.png




image1.png
To create your own copy of
this template to edit, go to
File > Make a copy

File Edit View
N Share |

New

Open..

k Make a copy...




image4.png




image3.png
SmartBug.





