Company Advertising Policy
Template

1. Introduction

This comprehensive advertising policy outlines the guidelines, standards, and
procedures for all advertising activities conducted by [Company Name]. It is
designed to ensure consistency, legal compliance, and alignment with our
company's values and brand image across all advertising channels and
campaigns.

11 Purpose
The purpose of this policy is to:
o Establish clear guidelines for creating and distributing advertisements

o Ensure compliance with local, national, and international advertising
regulations

e Maintain brand consistency and protect the company's reputation
o Promote ethical advertising practices

o Maximize the effectiveness and return on investment of our advertising efforts

1.2 Scope
This policy applies to:
o All employees involved in advertising and marketing activities
o External agencies and contractors working on behalf of the company
e All forms of advertising, including but not limited to:
e Print media (newspapers, magazines, brochures)
o Digital media (websites, social media, email marketing)

e Broadcast media (television, radio)
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e Outdoor advertising (billboards, posters)
o Direct marketing campaigns

e Sponsorships and events

2. Legal and Regulatory Compliance

2.1 General Compliance
All advertising materials must comply with:
o Federal Trade Commission (FTC) guidelines
» State and local advertising laws
» Industry-specific regulations (e.g., FDA regulations for healthcare products)

» International advertising laws when applicable

2.2 Truth in Advertising
All advertisements must be:
e Truthful and not misleading
» Substantiated with evidence before publication

e Clear and conspicuous in disclosing material information

2.3 Intellectual Property
Ensure all advertisements:
e Do not infringe on copyrights, trademarks, or patents
e Obtain necessary permissions for using third-party content

e Properly attribute sources when required

2.4 Privacy and Data Protection

Comply with data protection regulations, including:
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e General Data Protection Regulation (GDPR) for EU audiences
 California Consumer Privacy Act (CCPA) for California residents

o Other applicable regional privacy laws

3. Brand Guidelines

3.1 Visual Identity

All advertisements must adhere to the company's visual identity guidelines,
including:

o Correct usage of logo, colors, and typography
o Consistent application of brand elements

» Approved imagery and graphic styles

3.2 Tone and Voice
Maintain a consistent brand voice across all advertising materials:
o Use approved language and terminology

o Adhere to the company's tone guidelines (e.g., professional, friendly,
innovative)

* Ensure messaging aligns with company values and mission

3.3 Product Representation

Accurately represent company products and services:
e Use approved product descriptions and specifications
o Showcase products in their intended use and context

» Avoid exaggeration or misrepresentation of product capabilities

4. Content Guidelines

Company Advertising Policy Template



4.1 Appropriate Content

Ensure all advertising content is:
o Family-friendly and non-offensive
o Free from discriminatory or hate speech
e Respectful of diverse cultures and beliefs

o Appropriate for the target audience and media channel

4.2 Claims and Statements

When making claims in advertisements:
e Provide clear, verifiable evidence to support all claims
e Avoid superlatives unless they can be objectively proven
o Clearly disclose any limitations or conditions

o Use disclaimers when necessary, ensuring they are clear and conspicuous

4.3 Competitor References

When referencing competitors:
o Ensure all comparisons are factual and verifiable
» Avoid disparaging or defamatory statements

o Comply with comparative advertising regulations

4.4 User-Generated Content

When incorporating user-generated content in advertisements:
e Obtain explicit permission from the content creator
» Verify the authenticity and appropriateness of the content

e Provide proper attribution as required

5. Media-Specific Guidelines
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5.1 Digital Advertising
For all digital advertising efforts:

o Comply with platform-specific advertising policies (e.g., Google Ads,
Facebook Ads)

e Ensure ads are clearly distinguishable from non-advertising content
* Implement appropriate targeting and retargeting practices

o Use cookies and tracking technologies in compliance with privacy laws

5.2 Social Media Advertising

When advertising on social media platforms:
e Adhere to each platform's community guidelines and advertising policies
o Clearly disclose sponsored content and partnerships
e Respond promptly and professionally to user comments and inquiries

« Monitor and moderate user-generated content on company pages

5.3 Print Advertising
For print advertisements:
o Ensure high-quality, print-ready artwork
e Include all required legal disclaimers and fine print

» Verify color accuracy and reproduction quality

5.4 Broadcast Advertising

For television and radio advertisements:
o Comply with broadcast standards and regulations
e Ensure clear audio quality and visuals (for TV)

e Include necessary disclaimers and disclosures
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6. Targeting and Audience Considerations

6.1 Audience Segmentation

Develop targeted advertising strategies based on:
o Demographic factors (age, gender, income, etc.)
e Psychographic characteristics (interests, values, lifestyle)
o Behavioral data (purchase history, online behavior)

o Geographic location

6.2 Sensitive Audiences

Take special care when advertising to or depicting:
e Children and minors
o Elderly or vulnerable populations

o Specific ethnic or religious groups

6.3 Exclusionary Practices

Avoid discriminatory targeting practices:
e Do not exclude protected classes from viewing ads
» Ensure job advertisements reach a diverse audience

e Regularly review targeting criteria for potential bias

7. Measurement and Reporting

7.1 Key Performance Indicators (KPls)
Track and report on relevant advertising metrics, such as:
e Impressions, reach, and frequency

 Click-through rates (CTR) and conversion rates
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« Return on ad spend (ROAS)

e Brand awareness and sentiment

7.2 Analytics and Tools

Utilize appropriate analytics tools for measurement:
» Implement tracking pixels and conversion tracking
e Use A/B testing to optimize ad performance

o Employ brand lift studies for awareness campaigns

7.3 Reporting Schedule

Establish a regular reporting cadence:
o Weekly performance updates for active campaigns
e Monthly summary reports for stakeholders

e Quarterly and annual reviews of overall advertising effectiveness

8. Approval Process and Workflow

8.1 Creative Development

Follow a structured creative development process:
o Brief development and approval
o Concept creation and internal review
» Stakeholder feedback and revisions

e Final creative production

8.2 Review and Approval
Implement a multi-step approval process:

« Initial review by the marketing team
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» Legal and compliance check
e Brand consistency verification

« Final approval by designated authority (e.g., CMO, CEO)

8.3 Change Management
Establish procedures for managing changes:
 Document all change requests
e Assess impact on timeline and budget

o Obtain necessary approvals for significant changes

9. Budget and Resource Allocation

9.1 Budget Planning
Develop a comprehensive advertising budget:
» Allocate funds across different channels and campaigns
o Set aside contingency funds for unexpected opportunities

e Regularly review and adjust budgets based on performance

9.2 Resource Management
Efficiently allocate human and technical resources:
o Assign clear roles and responsibilities
o Provide necessary training and tools

o Consider outsourcing specialized tasks when appropriate

10. Partnerships and Collaborations

10.1 Agency Relationships
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Manage relationships with advertising agencies:
o Establish clear contracts and service level agreements
e Regularly review agency performance

» Ensure agencies adhere to this advertising policy

10.2 Influencer Marketing

When engaging in influencer partnerships:
e Vet influencers for brand alignment and authenticity
o Clearly disclose sponsored content

e Provide influencers with brand guidelines and key messages

10.3 Co-branding and Sponsorships
For co-branded advertising and sponsorships:

o Ensure partner values align with company principles

o Clearly define roles, responsibilities, and expectations

o Obtain necessary approvals for using partner logos and content

11. Crisis Management and Reputation
Protection

1.1 Ad Recall Procedures

Establish protocols for quickly recalling or modifying ads in case of:
o Errors or inaccuracies
» Changing market conditions

¢ Public relations issues

11.2 Response to Criticism
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Develop guidelines for addressing public criticism of advertisements:
» Monitor social media and news outlets for ad-related discussions
» Prepare response templates for common scenarios

o Designate spokespersons for media inquiries

11.3 Continuous Improvement
Implement a system for learning from advertising missteps:
e Conduct post-mortems on problematic campaigns
e Update policies and procedures based on lessons learned

o Provide additional training as needed

12. Policy Review and Updates

12.1 Regular Review

Schedule annual reviews of the advertising policy to ensure:
« Alignment with current business objectives
o Compliance with evolving regulations

e Incorporation of new advertising technologies and platforms

12.2 Update Process

Establish a formal process for updating the policy:
e Collect feedback from stakeholders
o Draft proposed changes
e Obtain necessary approvals

o Communicate updates to all relevant parties

12.3 Training and Education
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Provide ongoing education on the advertising policy:
e Conduct regular training sessions for new and existing employees
o Develop e-learning modules for easy access to policy information

o Create a central repository for policy documents and resources

13. Conclusion

This comprehensive advertising policy is designed to guide all advertising
activities conducted by [Company Name]. By adhering to these guidelines, we
ensure that our advertising efforts are effective, compliant, and aligned with our
company values. All employees and partners involved in advertising activities are
expected to familiarize themselves with this policy and apply its principles in their
work.

For any questions or clarifications regarding this policy, please contact the
Marketing Department or Legal Team.

Last updated: [Insert Date]
Approved by: [Insert Name and Title of Approving Authority]
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