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O.C. Tanner’s Brand & Communications team guides the integration of your unique brand into the recognition experience. According to your project scope and budget, they can also advise on the creation of tools and communications that will build enthusiasm and increase participation. The more connected your recognition experience is to your brand, purpose and people—the more impactful it will grow to be. 
In addition to a thorough review of your brand guidelines and the chance to ask questions during our Brand & Communications Workshop, this worksheet will help round out our knowledge. 
Instructions
Please complete this worksheet prior to our Brand & Communications Workshop. Your O.C. Tanner project team will review the information you provide prior to the workshop to ensure our creative teams have a proper understanding of your organization’s brand guidelines, culture and people.  
Your internal branding and communications teams will be crucial partners in completing this worksheet accurately and with appropriate detail.

1. During our workshop, we will ask questions and probe on your responses to better understand your culture and people. Please be prepared to discuss: 
· The demographics of your employee population—generations, job type, tenure, etc.
· Current employee sentiment, priorities, challenges and concerns
· Why people choose to work and stay at your organization
· What is unique about working at your organization
· What makes your organization’s culture unique

2. Does your organization provide brand training for vendors/partners? Yes or No

3. Do you have an employer/employee brand or an employee value proposition? Yes or No
If yes, please submit any documentation or guidelines with this worksheet

4. Do you have internal program/initiative naming guidelines? Yes or No
If yes, please submit the guidelines with this worksheet

5. Do you have current or previous names/brands/words for recognition or other HR initiatives that we should be aware of?

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………


6. Examples of internal communications help us understand how your organization speaks to employees. Can you provide examples of employee communication (e.g. onboarding materials, company-wide emails, intranet content, employee campaigns around wellbeing or benefits, etc.)? Yes or No
If yes, please submit the examples with this worksheet

7. What employee communication channels have been effective in the past? What communication channels are not effective with your employee population?

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

Anniversaries and Yearbook
The following questions are specific to your Anniversaries’ Yearbook experience. The executive spread features your organization’s top leader(s) with a congratulatory message thanking employees for their loyalty and accomplishments. Up to four leaders can be featured with their photo, name, and title. 
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1. Who will be featured on the executive spread? Please provide their name(s) and title(s).

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

2. How would you describe your executive’s/executive team’s tone of voice when they communicate with employees?

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

3. Do they have a vision or priority they frequently share with employees?

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

4. Do you have messaging examples from your executive or executive team you can share? Yes or No
If yes, please submit the examples with this worksheet

Note on Culture Cloud customization
After our discovery, and according to project scope, our creative team will partner with you to build the branded elements of your Culture Cloud experience, including the recognition platform and Yearbook. The Culture Cloud experience utilizes content templates that can be modified in designated areas with custom graphics and text. These products have been developed and tested to optimize the user experience for your employees, and therefore, some areas cannot be customized. Our team will guide you through the possibilities.



Prepare for our Brand & Communications Workshop
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	DURATION
60 minutes
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	REQUIRED PARTICIPANTS
· Project Manager / Project Lead​
· Core Project Team​
· Executive Sponsor / Program Owner​
· Internal Branding​
· Internal Communications
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	PREREQUISITES​
· Creative assets are required 48 hours before our Workshop 
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	PRE-WORK
· Complete the Creative Approach & Brand Assets Checklist 
· Complete the Creative & Branding Worksheet​
· Watch demo of platform​
· Review the Strategy Map (if applicable)​
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	AGENDA
· Round out our understanding of your culture and people:​
· Why do people choose to work and stay at your organization?​
· What is unique about your organization’s culture? ​
· Talk through our creative process: ​
· We will share a model of a brand foundation: the building blocks to create a compelling recognition solution, both visually and verbally that we will then apply to the tools and communication pieces.​
· Share client examples to provide context:​
· We will share examples of work that we have done for other clients to provide context of how the visual and verbal style of their recognition brand has been applied to their solution. ​
· Questions specifically around Anniversaries experience and Yearbook:​
· We’ll learn more about the person who will be featured on the Executive spread
· Discuss your organization’s brand and seek insight about working with your brand.​
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	OUTCOME
· Ensure our creative teams have a proper understanding of your organization’s brand guidelines and visual/verbal style.​
· Establish a clear direction for creative development & creation of applicable deliverables
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