Questions “Bank” for Project Kickoff Call

Once you’ve landed a project with a client, use the questions in this document to help your client better prepare for your project kickoff call. Pick and choose the questions that best fit your specific situation, add some of your own as applicable, then create a new document with those questions. I recommend sending the document to your client ahead of time so they can prepare accordingly. 
Positioning and Messaging

Target Audience:
What vertical markets and primary and secondary audiences do we target?
Pain Points of Target Audience:

What challenges are the target audiences facing…and what is the impact?
Our Solution(s):
What do we do for your customers? and What do we enable our customers to do?
How Do We Do It / Deliver It:
How do we do it (capabilities/products/modules)?

Differentiators:
What sets us apart from our direct and indirect competitors?
Credibility Elements:

What are our top 3 or 4 benefit statements (from previous list)? and What credibility elements best support them?
Value Propositions:

What is the tangible business value you delivered, messaged in a way that makes sense to a prospect in one or two sentences?

General Marketing Communications 
Total number of pages, layout and size of finished piece?

Will you use an existing layout template for this piece? Please send me the layout you're using.

What’s the goal of this piece?

What’s the audience you’re trying to attract (by business function and vertical market)

Describe the qualities of an ideal prospect. (Please be as thorough as possible.)

What are the problems this audience is facing, as it relates to what the product can solve?  

Who are your major competitors with regards to this product?  Please provide their names and web addresses, if possible.

Why is your approach to these problems better than the competition’s?

What stage of the buying process are we targeting?

Target Audience Hot Buttons.  When it comes to considering a product or service like this, what issues are important to this audience?  

What are the benefits of your product or service?  Please list both high-level and specific benefits, and include as many as possible.

What is the most important benefit or promise the targeted audience must believe (regarding your product or service)? 

List other tangible business benefits/results this product/service helps deliver.

What facts support these benefits or promises? Why should your audience believe these benefit claims? This needs to be a straightforward listing of reasons and facts. Supporting documents (stats, analyst reviews, testimonials, case studies, etc.) should be attached or referenced.
What negatives may the targeted audience cite about the benefits, your promise, or the potential use of the product/service?  In other words, what barriers to a decision may exist in the minds of the buyer? Is there any reason they may feel that your product/service doesn't solve their problem?

Features we must include?  What is the benefit of each feature?

Any technical specs we must include?

What claims or statements must we include? What claims or statements must we avoid?

What action do we want the target audience to take after reading this piece? 

What credibility elements will help us draft a stronger argument?
What have I not asked you that must be somehow addressed in this piece?

White Papers 

In what stage of the selling process will this white paper be used (lead gen, initial, etc.)?

The paper’s topic or big idea (the main argument we’re overtly making):  

The paper’s primary objective (what do we want the reader to walk away knowing/feeling?):

What narrative do you believe would be most effective? (Give me a “play by play” in your own words).

What claims or statements must we include? What claims or statements must we avoid?

The paper’s target audience (your ideal reader, by title/function and market vertical):  

Competitors—what do you like/don’t like about their white papers?

What do you like most about your current/past white papers? What do you like the least?

Sources of information to use in this piece (please forward me any background info, industry reports/surveys and analyst commentary that may be helpful)? 

Whom will I need to interview, if anyone? Please include contact information.

Approximate number of pages you want the finished piece to be?

Who will be the final decision maker regarding the paper’s content?  How can we get him or her involved?

