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XXXX
Internal Brand Inquiry 

Scope of Work
Overview

At the request of the XXXX, Checco Communications (CC) and Public Trust Strategies (PTStrategies LLC; hereinafter PTS), known jointly as CC/PTS,  are pleased to submit the following contract between XXXX and CC/PTS  for CC/PTS to perform an internal brand inquiry of XXXX.  This contract outlines efforts designed to help XXXX: 

· Document current organizational thinking as it relates to XXXX’s brand/identity 

· Gain a fuller understanding of the perceived issues and challenges, both internal and external,  currently facing XXXX as they relate to better branding the organization

· Evaluate XXXX’s current identity materials, including publications, logos, editorial and graphic standards, templates, website, etc., including the review of XXXX’s division materials

· Identify areas of divergent and convergent opinions among XXXX’s leadership and staff with respect to brand identity

· Identify issues concerning major sub-brands of XXXX (e.g., divisions, major centers/projects such as CCT in New York)

·  Evaluate internal consensus on XXXX’s mission, positioning, and communications

·  Identify areas of consensus on core XXXX organizational values for developing     brand messages that can be strategically employed to target XXXX’s audiences 

· Identify strategies that can be implemented organization-wide to support a unified, concerted branding effort.  Make recommendations regarding division sub-brands as they relate to themselves as a family as well as vis-à-vis the XXXX brand.

· Understand internal changes that might be necessary to implement and respond to a branding initiative.
The research-based activities set forth in this contract are designed to provide XXXX leaders and staff with greater insight into the practices and activities the organization currently employs to communicate its messages.  The research also will identify strategies XXXX should consider adopting to ensure that its brand is clearly defined, actively promoted, and diligently protected.   The expectation is that, as a result of this initial research, whatever action steps XXXX decides to take will be conducted with clarity and cost efficiency, and will align with and support the strategic goals and objectives of XXXX, primary among them the clear articulation of its mission through enhanced brand visibility and messaging.

It should be noted that this contract reflects phase I of what will be a multi-phased project for XXXX.  All of the research described in this contract will be conducted internally, meaning within XXXX’s organization.   

Statement of Guiding Principles
Throughout this project, CC/PTS sees its role as being a facilitator for XXXX leadership and staff in better understanding:

· Itself and its core organizational values

· The branding process, including both the ultimate benefits of creating and maintaining a strong brand, and the effort and time necessary to achieve and maintain that result

· The most appropriate and cost-effective way forward to that goal, given XXXX’s unique organizational values, 50-year history and culture, and exceptionally talented and trained workforce at all levels.

In this facilitator role, CC/PTS expects to work very closely in particular with XXXX’s Communications Department and with the recommended ad hoc Advisory Group for this project (see below), the membership of which may overlap to some extent.  For a variety of reasons, it will be very important for CC/PTS to have continuing guidance via these groups about ongoing XXXX staff reactions to and suggestions for this project.  It will also be CC/PTS’s continuing intent to do whatever is necessary to assure that this project is seen as always reflecting XXXX’s core values and clearly leading to the kind of enhanced reputation for XXXX that a consensus of staff envisions as a strong step forward for the organization.

Methodology

The above outcomes will be achieved through a combination of primary and secondary research and review processes, including interviews with XXXX leaders and staff.

Secondary Research:

Review of pertinent materials and communications efforts

To gain a fuller understanding of XXXX’s organization, programs, operations, structure, goals, and current messaging activities, CC/PTS will conduct a comprehensive review of all relevant print and audiovisual materials to assess their effectiveness in reflecting and communicating XXXX’s mission, messages, and brand. 

Materials to be reviewed may include, but not be limited to, everything from mission statements to long- and short-term strategic planning documents to brochures, business cards, reports, as well as audiovisual and exhibit materials.  This will provide CC/PTS with a firm understanding of many of the current challenges facing XXXX as it strives to consolidate, strengthen and articulate its brand identity, as well as provide vital background information for conducting primary research.

Primary Research:

Interviews with XXXX’s leadership and staff and SWOT analysis

Informed through the secondary research review process articulated above, as well as employing insights from the recommended Advisory Group, the second part of CC/PTS’s initial research will entail:

1. Interviews with XXXX’s Management Council

CC/PTS will conduct individual interviews with the five members of the Management Council along with CEO QQQQ and his deputy ZZZZ. These interviews will build on the findings of the SWOT analysis conducted during the Strategic Planning Process and will determine, among other things, perceptions regarding: 

· How leadership believe key external audiences, such as competitors, funders, government officials, and the media, currently perceive XXXX
· What distinguishes XXXX from other competing organizations with respect to mission, services and programs, quality of work and staff, vision for the future, etc?

· What XXXX’s core organizational values are

· What type of brand identity XXXX wants to convey to these various target audiences

·  How, and how well, XXXX currently communicates with these audiences

· What XXXX sees as its key responsibilities to these audiences with respect to communications and transparency

· What XXXX sees as risks associated with heightening visibility of XXXX brand

· XXXX’s consensus and commitment as it relates to strengthening the organization’s brand, and what internal organizational barriers may exist that might challenge such an effort

· The relationship between the XXXX brand,  funder brands, division brands, center brands, and project brands
These interviews also will serve as a “reality check” to CC/PTS’s secondary research review of XXXX’s materials, and will inform CC/PTS’s facilitation of the SWOT analysis and other interactions with the organization, its leaders and staff. 

2. SWOT Analysis

CC/PTS will facilitate a comprehensive, on-site SWOT (strengths, weaknesses, opportunities, and threats) analysis, gathering in-depth input from 50+ (final number to be determined) representatives of all levels of XXXX’s organization—from support staff to board members (if possible).   The questions asked are expected to be similar to those asked of the Management Council.

CC/PTS will produce a report of the results of the SWOT analysis.  These results will serve as a starting point for developing next steps for XXXX’s branding efforts.

It is expected that these interviews conducted with the Management Council and staff will confirm or refute common “assumptions” about XXXX held by interviewees.

Note: Prior to facilitating the SWOT analysis, and working in collaboration with XXXX’s leadership, CC/PTS will provide a staff kick-off session (in Hdqts City Xwith video connections to Satellite Office Cities Y and Z) that:

· Explains how CC/PTS will be focusing on trying to reach consensus on who you (XXXX) are,  what you do, how you do it, and why anyone should care, not on sales and marketing

· Goes into some detail on the process of the internal inquiry

· Emphasizes that CC/PTS are facilitators rather than consultants on this process

· Reaffirms that the course of this project will be in large part steered by members of the Advisory Group with key decisions made by XXXX management.

· Makes clear that all levels of XXXX, from support staff to leadership, will be involved

· Underscores CC/PTS’s strong commitment to transparency throughout this process

· Acknowledges the complexity of XXXX and the challenge around this project.


Major project activities, and associated time & cost estimates

What follows is a list of major project activities and estimated hours necessary to accomplish the goals and objectives of this contract. Throughout the contract, CC/PTS will confer with Daphne Northrop and others to reflect on and modify activities when necessary.
                                                        Activities
                                                            Hours

	Initial planning conversations and background preparation, including conference calls on Aug. 25, Sept. 23, Oct. 1, Oct. 8 and Oct. 30, 2009  
	  20 hrs

	Comprehensive review of secondary materials provided by XXXX  
	  16 

	One-day visit to XXXX HQs to meet with communications staff, as well as QQQQ and ZZZZ
	  16

	One-day visit to XXXX to meet with Management Council (MC), as well as with AAAA and her staff 
	  16

	One-day visit to interview MC
	  16

	One-day visit to meet with Advisory Group (AG) and begin development of internal interviewing instruments(s), as well as strategize for project kick-off event
	  16

	Finalize interviewing instrument(s)
	    8

	Finalization and preparations for kick-off event
	  10

	Interviewing 50 XXXX leadership and staff (Cost of any additional interviews to be negotiated depending on number and location) 
	  96

	Analyzing results of interviews 
	  25 (.5/int)

	Preparing written report
	  48

	Preparing oral report 
	    8

	Presenting oral report  
	  16

	                                                                                                Total est. hrs
	311

	                                                                                  CC/PTS rate: $150/hr 
	

	
	

	NOTE:  Travel and maintenance costs are not included in this estimate.  Other expenses, including printing costs, etc. will be billed separately and will not exceed $500 without pre-approval by XXXX. 
	     

	NOTE: Travel time has been built into the estimated cost of this project.
	

	NOTE:  When on travel, CC/PTS will bill XXXX at the U.S. Federal government per diem rate for meals and incidental expenses, which is $71/day for the Boston area and Manhattan.
	

	                                                                                     Total Estimated Cost:                  $46,650


Deliverables

CC/PTS will produce the following:

1. An in-depth written report that will provide:

a. An Executive Summary that will include top-of-the-line research findings

b. A comprehensive overview of the findings from the secondary research.

c.  Detailed analysis of the primary research, including aggregate findings and non-identifiable quotations from the interviews with XXXX leaders and staff.

d.  Recommendations, created in close cooperation with and taking into account the advice of the project’s Advisory Group, for steps forward based on the primary and secondary research. 

2. An oral presentation, via PowerPoint or other means mutually agreed-to, to be delivered to XXXX leadership addressing top-of-the-line findings acquired through the primary and secondary research and reviews. 

Timeline

· Initial project planning and secondary research (review of materials) 

· Primary research , which includes 55 interviews, to be completed by the end of December 2009, within 16 weeks from the start of project 

· Analysis of all findings to be completed by the end of January 2010, within 20 weeks from the start of project

· Report writing and final presentation to XXXX’s leadership and staff to be completed by March 15, 2010, within 26 weeks from the start of project
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XXXX Internal Inquiry Advisory Group





 Upon recommendation from CC/PTS, XXXX will select up to 15 internal stakeholders of varying opinions, organizational levels, divisions, etc. who will comprise an Advisory Group that will advise and make recommendations during this project.  





The mission of this group will be to provide CC/PTS with guidance and feedback as needed, including but not limited to:





Reacting to and helping shape various activities of the project





Helping create and review interviewing instruments





Providing feedback and “reality checks” on initial CC/PTS results and reports before they are disseminated to a wider XXXX audience





Helping ensure that the project consistently reflects and supports XXXX values as these are determined during the project and that CC/PTS stay within the boundaries of XXXX’s organizational culture.





Helping maintain transparency of the project to all XXXX staff, including responding to questions from other staff and conveying suggestions from, and concerns of, those staff, if any.












