PRESS AND MARKETING GUIDELINES 

FOR

PARTY PLAN AND RETAIL STORES

To help you in your business and especially in your dealings with various journalists queries, fashion show and marketing & promotional requests that you receive in your local area, the marketing and PR team have pulled together some guidelines and tips as well as processes that should guide you and give you the correct questions to ask and contacts to ring.  

This should help safeguard you and Ann Summers and also help you deal with the queries even more professionally.

PR

PLEASE BE AWARE: Any correspondence you make with the journalist, whether it be a phone conversation, email or otherwise, can be used as a quote, so it is very important to protect yourself and the Ann Summers business that you do not provide any information unless given the go ahead from a member of the Ann Summers press office team.  If in any doubt, refer the matter straight to us in the press office – telephone numbers are listed in this document.

What to do if you receive a telephone call or a visit from a journalist and he/she is asking questions about doing a story on the brand.

1.  If a journalist telephones you, please find out the journalist’s name, publication and telephone contact number.  You can also what type of story they want to write/cover.  This is all very helpful.

If you feel you can, you may also like to request further information that will help the press office to deal with the enquiry as efficiently as possible. Here are a few questions that may be relevant:

        If the person contacting you is from a newspaper or magazine:

· What date is the feature for?

· Which section of the publication will it be going into i.e. fashion/features/news?

· Will other brands / experts (competitors i.e. La Senza) are being mentioned or involved in the article / photo shoot, and if so, who are they?

· When does the person contacting you need the information / samples by?

       If the person contacting you is from a television or radio station:

· When will the show be being aired?

· Who will be presenting it?

· Will other brands / speakers be involved and if so who?

· Is the show definitely going to be aired? 
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Please then contact your Area Manager to inform her/him of this and then call the press office on the following numbers:

Emma Chenery 
Tel. 01883 629 227 emma_ch@annsummers.com
Victoria Taylor 
Tel 01883 629 281 victoria_ta@annsummers.com
Jalina Maiden 
Tel. 01883 629 609 jalina_m@annusmmers.com
The press office team will then take the press request and establish further details and make the decision if this is good for the brand.  Not all journalists want to write about Ann Summers or Knickerbox with the best intentions! Most of the times, the journalist is very honourable and either works for a publication or is a known freelance journalist  - the press team are very skilled at establishing whether the journalist is good, whether the publicity will be good for the brand and whether this will take lots of time to do and put you to inconvenience or will be quick and easy to do.

2.  If a journalist calls in at your store or Party and wants to do a story and/or take photographs, please don’t hesitate to contact the press office immediately to ask for guidance – the beauty of this is that someone in press or marketing can speak to the journalist in the store and gauge whether this is worth doing.  

Eg.  It may be Christmas and you have lots of customers to deal with and the request may come from someone who wants to do an inappropriate story and/or turn you store upside down and inconvenience customers.  Our aim is always to help the journalist as much as possible while not causing you and your staff inconvenience.

Our advice, for Parties, is to pre arrange all requests for pictures (if you have them) in advance with the press team. It is not recommended to allow pictures at Parties (for re-print in a newspaper or magazine, unless agreed with the press team) as this may infringe the individual’s rights and privacy – a main aim of our Parties.

3. If a person wants to take pictures in stores – This is not allowed, as it may be a competitor!  We allow pictures of our external facades of stores but not internally of our ranges.

4. If a person wants to write a story about a party that you may be doing in a club, again please contact the press office team and your Area Manager.  It is best to keep you area manager informed of all and any requests as they are skilled in making judgements just as much as the press office and marketing team.

5. If you or a member of your team wishes to contact press regarding an event

It is imperative that you are aware that no correspondence, written or otherwise, should be entered into without prior approval from Press Office. You may write a press release and submit it to the Ann Summers Press Office for approval, or contact the Press Office to inform them of any conversations with media that you may wish to have, as we will be able to support you in the procedures with such communications.
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MARKETING

What should I do if I am asked to give product for a fashion show?
If you are approached by either a shopping centre/local business to get involved, please find out the following information:

· When the show is being held – morning, afternoon, evening event and for how long?
· Where it is being held
· The purpose of the show (i.e. for charity)
· Who else is involved (i.e. which other stores/brands such as La Senza, Oasis, Debenhams etc)
· What product they would like and for how many models?  Tip:  You usually have to send the product out on the catwalk in scenes – black/red, pink etc.
· When they would need this product by
· What mention that Ann Summers/Knickerbox would get for taking part – what’s in it for the brand and the time and trouble taken to pull this together?
· Do the organisers of the proposed event have insurance (for loss, theft, damage)
· Name and telephone number for someone at the event
· If Ann Summers representatives can attend the event (from your store and/or Party Plan area).
Please be polite when dealing with all requests.
Whenever you get requests like this, always think ‘how will this benefit my business?’ Lots of businesses want to get involved with Ann Summers, as we are very successful, but you must consider how much it will cost you, either in products or time, and how much you will actually benefit for doing this.
Please then speak to your Area Manager and tell them about the request. If they have any concerns at this stage they will then advise you.
If they feel that taking part may be a good idea, you should then email all of the details above to the Marketing Manager at vivien_b@annsummers.com or karen_h@annsummers.com who will assess what to do and can advise you directly.
What should I do if I am asked to do some promotional activity with a local club/business?
If you are approached to do any promotional activity (i.e. linking up with a nightclub/health spa etc) please find out the following information:
· What offers/promotions exactly are they looking for us to run
· Who else is involved (i.e. which other brands or businesses if any)
· Some information about the business (who their customers are, what they want to achieve from the event)
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· What mention Ann Summers/Knickerbox will get for taking part
· Do the organisers of the proposed event have insurance (for loss, theft, damage)
· Do they want products? If so, what and how many and by when
· Name and telephone number for someone at the event
Again, whenever you get requests like this, always think ‘how will this benefit my business?’ Lots of businesses want to get involved with Ann Summers, as we are very successful, but you must consider how much it will cost you, either in products or time, and how much you will actually benefit for doing this.
Whenever you are approached to do nightclub activity, you must remember that there may be alcohol involved, so there is a chance that people will behave differently and things could get out of hand on the evening. If Ann Summers gets involved with something, our brand will be associated with it, so any negative publicity could possibly come back on us, which none of us want. This is why it is so important for you to get all of the information, so we can properly assess what to do.
Please then speak to your Area Manager and tell them about the request. If they have any concerns at this stage they will then let you know.
If they feel that taking part may be a good idea, you should then email all of the details above to the Marketing Manager at vivien_b@annsummers.com or karen_h@annsummers.com who will assess what to do and let you know directly.
