4A’s
Client Evaluation Form

Sample C
CLIENT EVALUATION BY AGENCY





CLIENT: _______________________________________





EVALUATION BY: _____________________________





DATE: _________________________________________

This form, with a companion evaluation to be completed by the client concerning the agency, will serve as a basis for our upcoming Account Review Meeting.  That meeting will concentrate both on identifying areas for mutual growth and improvement and on outlining specific steps which each party can take to produce a stronger relationship.

Please note that the rating system uses a 1-to-10 index, with 10 being the highest score and 5 representing “acceptable, average” performance. 












Rating












(1-10)

A. MARKETING

1. Does the client have a detailed written marketing plan?



______

COMMENTS: ___________________________________________________________

________________________________________________________________________

2. Has client’s marketing plan (written or unwritten) been adequately

    communicated to the agency?






______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

3. Is the agency regularly invited to assist in the marketing planning

    and development process?







______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

4. Does the client routinely provide the agency with accurate information

    on product, services, markets, and competition?




______

COMMENTS: ___________________________________________________________

_______________________________________________________________________











Rating











(1-10)

5. Has client prepared, and shared with the agency, meaningful 

research relevant to the communications task?




______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

6. Does the agency have necessary access to key non-advertising

personnel and management?






______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

B. MANAGEMENT

1. To what degree does the key client contact person demonstrate a

working knowledge of advertising agency procedures and practices?

______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

2. Does the client have a thorough understanding of his/her own products and

services?









______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

3. Is the client organized and helpful in the preparation and discussion

of project assignments?







______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

4. Does the client normally provide agency with sufficient project lead time?
______

COMMENTS: ___________________________________________________________

_______________________________________________________________________












Rating 












(1-10)

5. Is the client responsive to legitimate agency suggestions regarding

    strategies and tactics?







______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

6. Is the client prompt in replying to agency requests for information

    and/or meetings?








______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

7. Do client attitudes encourage the agency to move the overall

communications task forward?






______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

C. PROJECT REVIEW

1. Is the client helpful and decisive in initial project/concept review?

______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

2. During the project review process, do client instructions reflect previously

     agreed-upon strategies?







______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

3. Does the client expedite the approval process?




______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

4. Is the client specific in communicating requests for copy and layout

modifications to the agency?






______

COMMENTS: ___________________________________________________________

_______________________________________________________________________











       
Rating












(1-10)

D. ADMINISTRATION

1. Is client staff prompt and accurate in its handling of administrative

detail?









______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

2. Does the client present adequate budget information as a guideline for

agency planning?








______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

3. Are client’s budget expectations adequate for their marketing environment?
______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

4. Is the client payment of invoicing prompt?




______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

5. Are client requests for project follow-ups and billing detail reasonable?

______

COMMENTS: ___________________________________________________________

_______________________________________________________________________

NOTE: You are invited to add any narrative comments to these or any other areas of evaluation.

