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	 Marketing Assets - Policy
Owner/ Department: Sales & Marketing Department



	Brief
	This policy is a set of guidelines and rules that govern the use of Marketing assets in the Company. Marketing assets can include a wide range of content such as Rollups, Banner, Flyers, Brochures, graphics, photos, videos, audio files etc.

	Purpose
	The purpose of this policy is to ensure that all marketing assets used in the company is aligned with the brand guidelines and the standard of the company.
This helps to maintain consistency across all marketing materials and ensures that customers have a positive experience with the brand.

	Persons Affected
	All departments in KSA / IBU

	Definition / Guidelines / Procedure:
	Definition:
Marketing department is the owner of all various materials and resources used in marketing campaigns to promote a product, service, or brand. Some common marketing assets include: 
· Branding elements: Logos, brand guidelines, color schemes, and typography that represent the brand's identity.
· Print materials: Brochures, flyers, posters, business cards, catalogs, and banners used for offline marketing activities.
· Digital assets: Websites, landing pages, email templates, social media graphics, digital advertisements, content displayed on the screens and interactive content.
· Product visuals: High-quality images, product photography, and videos showcasing the features and benefits of a product or service.
· Video assets: Promotional videos, explainer videos, testimonials, and video ads to engage and inform customers.
· Social media assets: Profile pictures, cover photos, social media posts, and templates optimized for various social media platforms.
· Advertising assets: Ad copy, headlines, slogans, and visual elements used in print, digital, and outdoor advertising campaigns.
· Public relations assets: Press releases, media kits, executive bios, and media pitches to communicate with journalists and influencers.
· Trade show materials: Booth designs, banners, product demos, giveaways, and promotional items for trade shows and exhibitions.
· Marketing templates: Marketing will only be consulted when pre-designed templates for various marketing materials, such as presentations, email newsletters, social media posts, and more is needed.


Guidelines / Procedure:
· All content displayed on the screens of Service Centers / Operations belongs to the Marketing department.
· No one, including employees, vendors, or third-party contractors, can change or alter the Marketing assets without the prior approval of the Marketing department.
· Any requests for content changes should be submitted to the Marketing department for approval through Meistertask only.
· The Marketing department will review all content change requests and approve or deny them based on the SMSA Standards / Guidelines.
· The Marketing department will make the changes as per SMSA Guidelines and Standards.

	General
	· Any exception to this policy must be approved by the Director Sales & Marketing Department.
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