Southern Miss Worksheet for Launch

	Date:
	
	Project Lead(s):
	

	Project Name:
	
	Department:
	


Meeting Attendees:      





1. What is the opportunity / problem?

2. What is the current marketing situation?

3. What are the key products or services being offered?

4. Who is the target audience? Who is the user of the product/service? What are specific traits, key characteristics of the target?
5. What is their present attitude regarding our products and services?

6. Who is the competition?  What are they currently doing and how are we differentiating ourselves from them? 
7. What are the KEY messages – communication objectives?


8. If it is a product/service, what are the features and the specific benefits to the audience
(not features)
9. What ONE benefit will hit the target audience’s hot button?

10. What is the tone or personality of the message?

11. What action is desired?

12. What are the Web strategies? How can the Web be integrated?

13. What kind of support is needed from ITech? Lists, applications, technical assistance, etc.

14. How is it going to be tracked?  Measured? Reported?

15. Givens – buzzwords, logos, disclaimers, corporate colors, existing tag line, copyright, etc.

16. Overall budget and/or restrictions?

17. What are the specs – consideration of specs?

18. Schedule – time frame issues, etc.?

19. Does it need a communication plan – or to use Channel Manager, etc.?

20. Approval process issues – who needs to be included?  Legal review?  Review time requirements for a certain department / person?

**Marketing and Public Relations MUST review all logo use.
21. Campus operator, deans, student services, security - what notice, inclusion, training, timing issues, materials need to be sent to out….and other issues to consider.

22. Next steps?
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