<<CLIENT NAME>> Handover Document for Writer

Welcome to the Social Media Marketing Factory team for client <<CLIENT NAME>>! That means you will be the Writer component of the team. That means you will be:
· Writing emails based on the client’s videos
· Writing status updates to be posted on social media with the client’s videos
· Polishing a transcript of the video into a blog post for the client

This document is designed to walk you through the overall process, explain what your role is in it, and give you contact information for the rest of your team.

TEAM MEMBERS

So, first things first! Your team members are:

CLIENT: <<name>>, <<email>>
VIRTUAL ASSISTANT: <<name>>, <<email>>

Any questions about your invoices or other concerns or questions about video content or confusion about legal terminology should be directed to the client. Questions or clarifications about the rest of the process should be directed to the virtual assistant. For any questions that either of them cannot answer, please contact a member of the Social Firestarter team such as chris@socialfirestarter.com or dana@firmsocialmedia.com. 

THE PROCESS: PART ONE- THE GOOGLE SHEET

The link to the Client’s Google Sheet (which is also shared with you and the Virtual Assistant) is here:
<<>>

To help you understand the overall process, this is a 9-minute tutorial walkthrough explaining how it will work:
https://youtu.be/xz_CKiY5LGE

That should explain the general process fairly well, and each of the individual steps of the process will be detailed out in this document.

But just in case you want to know how the client and virtual assistant operate in the Google Sheet, these are links to an overview of their process as well:
Client Overview: https://youtu.be/qg1fehhlRl8 
Virtual Assistant Overview: https://youtu.be/W-AKl3-HjAo

***It is VERY important that you set notifications on the Google Sheet so you will receive an email when new information has been added to the Google Sheet by the client or the VA. This is a quick tutorial video on how to set notifications:
https://youtu.be/_jvQuTTT6KA 

THE PROCESS: PART TWO- YOUR RESPONSIBILITIES

Your tasks as writer essentially break down into three responsibilities which will be detailed below:

1) Create An Email Based On The Information In The Video

The first task is to watch the client’s video so you know what you should be writing about in both the email and the status update (ideally, you will be writing them both at the same time after watching the video).

Programs/Windows You’ll Need: The client’s Google Sheet, YouTube, the client’s Google Doc for emails, the email script template (this is included at the bottom of this document and can be pasted into the client’s Google Doc and then altered accordingly for each email).

This is a quick tutorial on the process of creating the emails:
https://youtu.be/QHIwHO80Vcs 

Here is the link to the client’s Google Doc with the emails in it:
<<>>

Once you finish writing one of the emails, it is important that you note it in the column on the Google Sheet called ‘Email Created’ so the VA knows you have finished it and they can access the Google Sheet to add the email into the proper place.

2) Create A Status Update Based On The Information In The Video

The next task is to create a status update (a short text explanation for the video) to include with the video on the client’s social media accounts. This can be done after watching the video and writing the email, while the information is fresh in your mind.

Programs/Windows You’ll Need: The client’s Google Sheet, YouTube, the Status Update Structure Template (this is included at the bottom of this document).

Here is a quick tutorial on how to write the status update:
https://youtu.be/aBmOiEiWxKQ 

The completed Status Update should be pasted directly into the Google Sheet so the VA knows it is there and can use it for posting the videos. However, you may want to write them in another program for ease of tracking your word count for invoicing.

3) Polish The Transcript And Turn It Into A Blog “Script”

While the first two steps can be done as soon as you receive the notification of the new video, the third step requires you to wait for the VA to send you the Word document transcript of the video.

Once you receive the transcript of the video from the VA, you will do a polish on it to divide it into clear segments, remove casual spoken phrasing and terms that make it feel more like a spoken rather than a text document.

This is a quick tutorial on how to turn a transcript into a blog script:
https://youtu.be/6QXUtBVtvBU 

After you turn the transcript into a blog script, you need to save it as a Word document and send it back to the VA via email. The VA’s contact information is at the top of this document.

NOTE ABOUT CHECKING OFF YOUR PROGRESS IN GOOGLE SHEETS

It is VERY important to keep proper track of your progress in Google Sheets so that the client and the VA know when you have completed your tasks.

Here is a quick reminder video about that:
https://youtu.be/21je-C2ozx0 

PAYMENTS

You should be keeping track of your word count so you can properly invoice the client for your services. Typically, writers will invoice the client and the client will pay them via PayPal. Be sure to speak with the client and make clear arrangements regarding how invoices will be paid so you are both on the same page.



AND THAT’S IT!

The process is in place, you know your role, and you’re ready to create written content for this client!

If you have any questions, don’t hesitate to reach out to the VA, the client, or any of us at Social Firestarter.

Good luck, and keep writing!
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(additional template documents attached below)

TEMPLATE DOCUMENT: Emails Script


#) TITLE OF YOUTUBE VIDEO  https://youtu.be/fake_link (link for youtube video)  



SUBJECT LINE: (entices them to open email)

EMAIL:

(Enticing question that asks something they don’t have the answer to)?

THIS VIDEO (promise that the video has the answer, but don’t actually give them the answer)!

(elaborate on why this is an amazing solution without giving the actual solution, or explain why not doing this will be bad)!

Watch THIS VIDEO to (elaborate on how they’ll get the answer to the problem!

In this video, I tell you:

· THING 1 they learn
· THING 2 they learn
· THING 3 they learn

So click on the video BELOW to (catchy summary of what it will do)!

TEMPLATE DOCUMENT: Status Update Structure

The status update should be approximately three sentences long, with each sentence serving a specific purpose. The structure for the sentences is listed below:

1) Introduce the problem/question/interesting point.

2) Mention the video that contains the solution/answer/more details.

3) End with an open question that encourages engagement and interaction.
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