[image: image1.jpg]ucompames
are people,tnp




KEEPER’S GUIDE

Congratulations!  You get the enjoyable and essential task of serving as the keeper for your company’s personification.  The following suggestions are based on ideas that have worked successfully for other keepers.

Please begin with the ideas under “Getting Started.”  Then, feel free to use the other ideas that you think appropriate.  Let us know about your successes or any innovations that you make as Keeper.

Getting Started 

1.
Get a scrapbook or journal.  You could pick out one that your personification would select or decorate a three-ring binder.  Make sure you have a camera loaded at your desk.  

-
Record your Keeper activities with dates.

-
Note any changes that you observe in your company as a result of Companies Are People, Too.  Record personality-based decisions (i.e. Those that result when you ask, “What would ___ do in this situation?”)

-
Take pictures of the staff and the personification activities.

-
When clients are in the building, take their pictures, too!  Send copies to them.

2.
Make it visual.  Select a common area of your office to devote to your personification.  (Many companies use the break room.)  

-
Place objects mentioned in the Up Close and Personal, such as clothing, music, car models, pictures from TV shows and movies, recreational items, etc., in the area.  

-
Put up a bulletin board and/or a write-on board devoted to the personification.  Encourage the staff to post or write questions, concerns, compliments, etc.  

· Create a poster with your core ideology, purpose, values and personification for your personification’s bulletin board.  

3.
Select a symbol or create an illustration of your personification.

-
Hold a creative session with other staff members to select a symbol for your personification from the Up Close and Personal profile and/or core ideology.  Or, you can pick one yourself.  (Examples from other companies:  Fekete + Company’s Smart Marketing core ideology is symbolized with hats.  Elford Construction’s symbol for its personification “Pop” is a work boot.) 

-
An alternative is to have a talented artist in your company create an illustration or caricature of your personification. 

-
Display this symbol prominently in your office as the sign that you are the keeper.  This can become a trophy or sign as the Keeper duties rotate.

-
This symbol or illustration can be used on your marketing materials, too! 

4.
Establish benchmarks for profitability, growth and turnover, so you can see what the program does for you.  

Building on Your Personification 

1.
Create a visual impression that reflects your personification’s interests.  Cut out magazine pictures that reflect the activities, food, clothes, entertainment, etc. that your personification enjoys.  Or use some actual items.  

-
Make a mini-scrapbook of these pictures kept in your personification’s space.

-
Create a collage from the pictures.

-
If you have the equipment, you can create a “home movie” that may be a compilation of movie or other clips that reflect your personification. (For example, Dixon Schwabl Advertising put together clips of Indiana Jones in action to illustrate their personification, Jaz, and their core ideology, “We Make It Happen.”)

2.
Hold a scavenger hunt, breaking the staff into teams to search for items that represent your personification.  You can make a list, or just give them Up Close and Personal category answers to use in making their selections.  The items can be displayed in the personification’s personal space. 

3.
Write out a more detailed description of your personification, such as “a day in the life of ___.” 

4.
Expand the journal idea by creating a “baby book” or “memory book” with firsts for your personification.  You can use the birth certificate you receive in this project. 

5.  
Make signs that say “What Would (Your Personification’s Name) Do?”  (i.e. What Would Jaz Do?)  and, “What Would (Your Name) Say?”  Post them. 

-
Make them into professional looking posters, and place them in visible areas.

-
Have magnets made with this phrase on it.  Give to staff members.  

6.
Develop T-shirts or hats with your personification for the staff to wear.  

7.
Give your personification an E-mail address, if your company uses E-mail extensively. 

-
Assign a mailbox to the personification, if your company sends notes via mailbox extensively. 

8.  
Do what is necessary to include Companies Are People, Too, jobs in your system, so they get done.  For example, if you assign client and job numbers to get projects on a schedule, assign a client number to your personification.

-
Turn the action list into your personification’s task list, assigning dates to get things done.  

9.
Create a “Memo from (Personification Name)” letterhead template on the computer.  Use it to send out weekly or monthly reminders about your core ideology, purpose, values and goals, as well as to announce events.  

-
You could spend a few hours with quotation books, compiling a list of quotes that your personification would say.  This can be a resource for you and other Keepers to follow.  

Keeping the Discussion Alive in Staff / Creative Meetings 
1.
Use staff or creative meetings to continue to review and polish your core values, converting them into appropriate behaviors for each job category in your company.  Use these in hiring and in performance evaluations.  Every person in the organization must have a copy of the appropriate behaviors for his or her job.  

-
Have everyone think of the person in the job who most exemplifies the chosen core value.

-
Have everyone write down three behaviors that person does that reflect this.

-
Compile the behaviors to make the appropriate behaviors list.

2.
Complete the strengths and growth opportunities worksheets in your packets.  Write down examples that articulate each strength and an action list to work on reflecting your growth opportunities.  

3.
Review your current marketing materials and your competitors’ to see if you clearly differentiate in your positioning. 

4.
Develop a profile of your ideal customer (the ones who would find you irresistibly attractive) based on your Companies Are People, Too, results. 


-
List behaviors of these customers. 


-
Check it against your current customer base.  


-
Check it against your prospect list.


-
Brainstorm new companies that you can add to your prospect list. 

5.
Develop a description of what people can expect when working with your company based on the profile.  You could include a description for: 


-
Clients.


-
Vendors.


-
Employees. 

6.
Develop a creative platform based on your symbol and personification.  It could include ideas, headlines and visuals for all marketing areas, interior decoration and special events. 

7.
Review your action list quarterly to check for progress and to add new items to it.  

Team Building 

1.
Pair up opposites in your company for a week or more to be teams. 


-
Have them develop a team name. 

-
Have them get to know their teammate and purchase a personality-based item for $10 or less for that person’s office.

-
Have them assign each other one task from their jobs, so they see what the other does.  

-
Have a wacky Polaroid contest with each team trying to communicate the personification’s image.  

-
Dress like the other person for a day. 

-
Try Friday sessions for team-building communication games, such as Taboo, Pictionary, etc.  (One company gave a day off to the winning team in their company tournament.) 

2.
Take your personification on a field trip.

-
Have everyone write down a location that they would like to visit, including places that your personification might visit, such as client’s offices and places that spark creativity.  Put the slips of paper in a jar.  

-
Pull out a slip to plan a quarterly lunch or afternoon out for part or all of your team.  (If you send out departments, be sure to rotate.)  

3.
Create your personification’s traveling gift basket.  Select a nice basket that goes from person to person on the staff. 

-
As the Keeper, you fill the basket for the first time.  Put in something that reminds you of the personification (food, a picture, a book, a video, anything under the dollar limit you set), a quote from your personification, and a note that tells the person who is receiving the basket what you most appreciate about having them as a co-worker.  

-
Each person keeps the contents of the basket, fills it anew and sends it on to the next person on the list on the next Monday morning.

4. 
Develop a  “(Personification) in a Box” to give to new employees, including: 


-
The Up Close and Personal.


-
The appropriate behaviors for their job description.


-
The symbol. 

5.
Put out a Yearbook or annual report on your personification to employees and to clients who would appreciate it.  

6.
Hold a monthly staff lunch to deal with the company’s business only (no client talk).  It could be a party given by your personification with appropriate decorations, food and music.  

-
Give awards to employees who have done something outstanding that reflect the organization’s core values.  

7.
Put out desk or door signs that reflect individual personality types. 

8.
Create a gift package from your personification to give to staff members and even clients on their birthdays.  


-
Appropriate small toys.


-
A homemade card featuring the symbol or illustration. 

9.
Compile a box or scrapbook of work that you are particularly proud to do.  It can be your “Greatest Hits” package. 

Marketing 

1.
Review your corporate materials to find ways to incorporate your personification.


-
Create a fax cover sheet with your personification.


-
Create a holiday card with your personification.

-
Create a monthly newsletter sheet to fax to clients, including the personification.

2.
Introduce your clients to your personification.

-
If your clients would enjoy it, hold an open house for them to meet your personification, send out a birth announcement, or do a broadcast fax about the personification and your core ideology.  

-
Hold a Meeting of the Minds with clients to discuss Companies Are People, Too. 

3.
Create a direct mail piece or campaign based on your personification to use with prospects.  

4.
Look at the interior decoration of your office to find ways to incorporate the personality into it.

Operations 

1.
Hold a contest to develop cost-savings ideas.  You can assign points for how much will be saved with each idea.  The staff member with the idea or ideas for saving the most money wins a free day off. 
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