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Open Session
[bookmark: _ktmx2dgt58z]Topic: Business Processes


Hello! Pretend you're an expert online business manager. I'd like help with improving my business processes as a copywriter. I have no idea where to start - but maybe include the briefing and proposal process. Would love your recommendations.
ChatGPT
Absolutely! Let's dive into some practical ways to streamline your business processes as a copywriter, focusing on the briefing and proposal stages.
[bookmark: _azj40cu597h8]Briefing Process
1. Initial Client Contact:
· Automate Initial Response: Use an autoresponder to acknowledge receipt of client inquiries, setting expectations for response times.
· Pre-Brief Questionnaire: Create a standardised questionnaire to gather essential information from potential clients. This can include project goals, target audience, tone of voice, deadlines, and budget.
2. Briefing Call/Meeting:
· Preparation: Review the client's answers before the call. This shows professionalism and helps you ask relevant follow-up questions.
· Structured Agenda: Use a set agenda to guide the conversation. Cover key points like project objectives, deliverables, timelines, and any specific requirements.
· Recording and Notes: Record the meeting (with the client’s permission) and take detailed notes to ensure nothing is missed.
3. Brief Document:
· Standard Template: Develop a standard brief template that includes all necessary sections: client info, project goals, deliverables, timeline, budget, and any special instructions.
· Client Approval: Send the completed brief to the client for approval. Ensure they sign off on it to confirm all details are correct.
[bookmark: _j1acfaqucqyz]Proposal Process
1. Proposal Preparation:
· Template Proposal: Create a proposal template that you can customise for each client. Include sections like project overview, objectives, scope of work, deliverables, timeline, pricing, and terms and conditions.
· Tailored Content: Customize each proposal with specific details relevant to the client’s project. Highlight how your services will meet their unique needs.
2. Pricing Strategy:
· Transparent Pricing: Be clear about your pricing structure. Whether you charge per word, per hour, or per project, ensure your rates are transparent.
· Packages and Add-Ons: Offer tiered packages with optional add-ons. This gives clients flexibility and can increase your revenue by offering additional services.
3. Proposal Presentation:
· Professional Design: Use a professional design tool to make your proposals visually appealing. Tools like Canva or Adobe Spark can help.
· Presentation Call: Schedule a call to present your proposal. Walk the client through each section, explaining how your approach will meet their needs.
4. Follow-Up:
· Automated Follow-Up: Set up automated follow-up emails to remind clients to review and respond to your proposal. A gentle reminder a few days after sending can nudge them towards a decision.
· Feedback Loop: If a proposal is rejected or needs adjustments, seek feedback to understand why. This can help you refine future proposals.
[bookmark: _1vosnmlycdek]Additional Tips
1. Project Management Tool:
· Use a project management tool like Trello, Asana, or ClickUp to track tasks, deadlines, and client communications. This keeps everything organized and in one place.
2. Time Tracking:
· Implement a time tracking tool like Toggl to monitor how much time you spend on various tasks. This can help with accurate billing and identifying areas where you can be more efficient.
3. Client Communication:
· Maintain regular communication with clients. Weekly updates or progress reports can keep them in the loop and prevent misunderstandings.
4. Templates and Checklists:
· Develop templates and checklists for recurring tasks. This ensures consistency and saves time.
5. Feedback and Testimonials:
· After project completion, request feedback and testimonials. Positive reviews can be used to attract future clients.
Implementing these processes will help streamline your operations, making your business more efficient and professional. You'll spend less time on administrative tasks and more time doing what you love – writing!
If you need further assistance or specific templates, feel free to ask!
4o
What type of questions should I feature in the pre-brief questionnaire?
ChatGPT
Great question! A well-crafted pre-brief questionnaire can save time and ensure you gather all the necessary information to deliver exactly what your client needs. Here’s a comprehensive list of questions to include:
[bookmark: _wp4eqqa1han3]Client Information
1. Full Name:
2. Company Name:
3. Contact Information:
4. Website URL:
5. How did you hear about us?
[bookmark: _g9hj1fayq66r]Project Overview
6. Project Title:
7. Describe your project in a few sentences:
8. What are the primary objectives of this project?
9. Who is the target audience for this project?
[bookmark: _2j5sy5qdb9t6]Brand and Voice
10. Describe your brand’s personality in three words:
11. What tone of voice should be used? (e.g., formal, conversational, quirky, etc.)
12. Are there any specific phrases or jargon to include or avoid?
[bookmark: _nr14tii3zvc6]Content Specifics
13. What type of content do you need? (e.g., blog posts, website copy, social media posts, newsletters, etc.)
14. How many pieces of content do you need?
15. What is the word count or length requirement for each piece?
[bookmark: _eekua07z2vrs]Goals and Metrics
16. What are the key goals for this content? (e.g., increase traffic, generate leads, boost engagement, etc.)
17. How will success be measured? (e.g., number of shares, comments, leads generated, etc.)
[bookmark: _j5zgjlq9j9w2]Audience Insights
18. Who is your primary audience? (demographics, interests, pain points, etc.)
19. What are their primary concerns or needs that this content should address?
[bookmark: _n8lmeg1603fy]Content Preferences
20. Are there any specific topics or themes you want to cover?
21. Do you have any examples of content you like or dislike? Please provide links if possible.
22. Are there any competitors’ content you admire?
[bookmark: _ofsm3irkapti]SEO and Keywords
23. Are there any specific keywords or phrases you want to target?
24. Do you have any SEO guidelines or preferences?
[bookmark: _3nz3av9mc757]Deadlines and Deliverables
25. What is the deadline for the project?
26. Are there any key milestones or interim deadlines?
27. What format do you prefer for the final deliverables? (e.g., Word document, Google Docs, etc.)
[bookmark: _jv2hoi3pe7gm]Budget and Payment
28. What is your budget for this project?
29. Do you have a preferred payment method? (e.g., PayPal, bank transfer, etc.)
[bookmark: _hljns0s88zzd]Additional Information
30. Is there anything else you think I should know to deliver the best possible result?
By including these questions in your pre-brief questionnaire, you’ll have a clear and detailed understanding of your client’s needs, preferences, and expectations. This will help you create a precise brief and ensure that both you and your client are on the same page from the start.
4o
pick the top 10 questions
ChatGPT
Absolutely! Here are the top 10 questions to feature in your pre-brief questionnaire, ensuring you gather the most crucial information from the get-go:
1. Describe your project in a few sentences:
2. What are the primary objectives of this project?
3. Who is the target audience for this project?
4. What type of content do you need? (e.g., blog posts, website copy, social media posts, newsletters, etc.)
5. How many pieces of content do you need?
6. What tone of voice should be used? (e.g., formal, conversational, quirky, etc.)
7. Are there any specific keywords or phrases you want to target?
8. What is the deadline for the project?
9. Do you have any examples of content you like or dislike? Please provide links if possible.
10. Is there anything else you think I should know to deliver the best possible result?
These questions will provide a solid foundation for understanding your client's needs, preferences, and goals, setting the stage for a successful project.
4o
Please prepare a process for ensuring regular communication with clients
ChatGPT
Certainly! Regular communication with clients is essential for maintaining a good relationship, ensuring project alignment, and addressing any issues promptly. Here’s a process for ensuring regular and effective communication with your clients:
[bookmark: _1c5j0d7amd03]Initial Setup
1. Kickoff Meeting:
· Schedule a kickoff meeting to discuss the project in detail.
· Set expectations for communication frequency and preferred channels (e.g., email, phone, video calls).
2. Contact Information:
· Ensure you have all necessary contact information for the client and key stakeholders.
· Share your contact information and preferred communication times.
[bookmark: _n1nnuj62xvaj]Communication Plan
1. Weekly Updates:
· Send a weekly update email summarising the progress of the project.
· Include completed tasks, upcoming milestones, any issues encountered, and next steps.
2. Scheduled Check-Ins:
· Schedule regular check-in calls (e.g., bi-weekly or monthly) to discuss project progress in more detail.
· Use these calls to review deliverables, gather feedback, and make any necessary adjustments.
3. Progress Reports:
· For larger projects, prepare monthly progress reports that include more detailed information on project status, performance metrics, and any changes to the project scope or timeline.
[bookmark: _s0fgmsa3icp0]Daily Communication
1. Email Responses:
· Aim to respond to client emails within 24 hours. Acknowledge receipt of their email even if a full response will take longer.
· Use a professional and courteous tone, ensuring clarity and completeness in your responses.
2. Instant Messaging:
· If appropriate, use instant messaging platforms (e.g., Slack, Microsoft Teams) for quick questions and updates.
· Set boundaries for instant messaging to prevent it from becoming overwhelming.
[bookmark: _12aze1q672ep]Project Management Tools
1. Shared Platforms:
· Use a project management tool like Trello, Asana, or ClickUp to track project tasks and deadlines.
· Grant the client access to the project board so they can see real-time updates and progress.
2. Document Sharing:
· Use cloud storage solutions like Google Drive or Dropbox for sharing and collaborating on documents.
· Ensure all documents are well-organised and easily accessible to the client.
[bookmark: _2pyjzgv8t2ia]Feedback and Adjustments
1. Regular Feedback Requests:
· After each major deliverable, request feedback from the client to ensure their satisfaction.
· Use their feedback to make any necessary adjustments promptly.
2. Mid-Project Review:
· For longer projects, schedule a mid-project review meeting to assess overall progress and make any significant adjustments if needed.
[bookmark: _3xj5jng74exs]Issue Resolution
1. Prompt Issue Handling:
· Address any issues or concerns raised by the client immediately.
· Keep the client informed about the steps you are taking to resolve the issue and the expected timeline.
[bookmark: _b9ec9coxsqrs]Closing the Project
1. Final Review:
· Schedule a final review meeting to go over the completed project, gather final feedback, and discuss any last-minute changes.
· Ensure all deliverables are completed and approved.
2. Project Closure:
· Send a project closure email summarising the work completed, key outcomes, and expressing gratitude for the client’s collaboration.
· Request a testimonial or feedback on your services to help improve future projects and for use in marketing materials.
[bookmark: _575z5ugjhe2h]Continuous Improvement
1. Post-Project Survey:
· Send a post-project survey to gather comprehensive feedback on your performance and the overall project experience.
· Use this feedback to refine your communication processes and improve future client interactions.
[bookmark: _fscps7s6vkq4]Tools and Templates
· Email Templates: Create templates for regular updates, feedback requests, and issue resolution.
· Project Management Tools: Utilise platforms like Trello, Asana, or ClickUp for task tracking and client updates.
· Communication Schedule: Maintain a calendar for scheduled check-ins, progress reports, and feedback sessions.
By following this process, you'll ensure that your clients are always in the loop, leading to better project outcomes and stronger client relationships.
4o
Could you please suggest 5 project management tools and their benefits?
ChatGPT
Certainly! Here are five popular project management tools along with their benefits:
[bookmark: _my0h0g1lz9ye]1. Trello
Benefits:
· Visual Organisation: Trello uses boards, lists, and cards to organise tasks visually, making it easy to see the project's status at a glance.
· User-Friendly Interface: Its drag-and-drop functionality and intuitive design make it easy for teams to use, even for those new to project management tools.
· Customisation: Trello allows you to customise boards with various Power-Ups (integrations) and features like labels, checklists, and due dates.
· Collaboration: Team members can comment on cards, attach files, and mention each other to facilitate communication and collaboration.
· Flexibility: Suitable for a wide range of projects, from simple task tracking to complex workflows.
[bookmark: _vku5uzg4eqlr]2. Asana
Benefits:
· Task Management: Asana provides detailed task management with features like subtasks, dependencies, and milestones to help manage complex projects.
· Project Views: Offers multiple project views, including list view, board view, timeline (Gantt chart), and calendar view, catering to different project needs.
· Team Collaboration: Teams can communicate directly within tasks, share files, and receive notifications for updates and changes.
· Templates: Asana offers pre-built templates to quickly set up projects and workflows, saving time and ensuring consistency.
· Integration: Integrates with various tools like Slack, Google Drive, and Microsoft Teams, enhancing productivity.
[bookmark: _lammsqg3xn1b]3. ClickUp
Benefits:
· All-in-One Platform: ClickUp combines task management, time tracking, goal setting, and document sharing in one platform, reducing the need for multiple tools.
· Customisation: Highly customisable with features like custom fields, statuses, and views (list, board, calendar, Gantt chart).
· Automation: Automate repetitive tasks and workflows, increasing efficiency and reducing manual work.
· Collaboration: Offers robust collaboration features, including real-time chat, comments, and mentions within tasks.
· Scalability: Suitable for both small teams and large enterprises, making it a versatile choice as your business grows.
[bookmark: _tpoozra749jm]4. Monday.com
Benefits:
· Visual Planning: Monday.com uses colourful, visual boards to help teams plan, track, and manage projects effectively.
· Custom Workflows: Create custom workflows tailored to your specific project needs, with various column types and automation options.
· Integrations: Integrates with popular tools like Slack, Microsoft Teams, Google Drive, and Dropbox, facilitating seamless workflow integration.
· Templates: Offers a variety of templates for different project types and industries, making it easy to get started.
· Collaboration: Features like file sharing, real-time updates, and team communication help keep everyone aligned and informed.
[bookmark: _mce738d99g9b]5. Wrike
Benefits:
· Advanced Project Management: Wrike offers advanced features like task dependencies, critical path analysis, and workload management for detailed project planning.
· Custom Dashboards: Create custom dashboards to track project progress and key performance indicators (KPIs) relevant to your team.
· Real-Time Collaboration: Teams can collaborate in real-time with document sharing, comments, and task updates, ensuring everyone stays on the same page.
· Integration: Integrates with various tools, including Salesforce, Slack, and Microsoft Project, enhancing your existing workflows.
· Reporting: Powerful reporting and analytics tools help track project performance and make data-driven decisions.
Each of these tools offers unique features and benefits, so choosing the right one depends on your specific needs and preferences.
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