
From: Elise Lewis <elewis@ashevillenc.gov>
Sent: 7/17/2020 3:05:46 PM
To: lcole@colepromedia.com
Cc:
Subject: Cole Pro Media contract with APD
Attachments: CPM â€“ SCOPE OF WORK.pdf

Hi Laura,
I am working on the contract between APD and ColeÂ Pro Media for Chief Zack. Please find attached the scope of work we have put together. Let me know if this
looks ok to you before I move forward.Â  Also if you could please forward me the COI for this company with 'The City of Asheville' listed as a certificate holder I
can get the ball rolling on my end.

Thank you!

Elise Lewis
Financial Business Manager
Asheville Police Department
P.O. Box 7148
Asheville, NC 28802
Â 
(828) 259-5599 office
(828) 782-1937 cell
elewis@ashevillenc.gov

Â P Think Green! Please do notÂ print this e-mail unless necessaryÂ 
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EXHIBIT A – SCOPE OF WORK  
 
The Asheville Police Department desires to retain Cole Pro Media to provide certain 
professional services in connection with that certain project, utilizing Cole Pro Media as a 
transparency engagement advisor to counsel, advise, and guide the Asheville Police 
Department in matters of transparency engagement issues, crisis communications, social media 
messaging, critical incidents or any other counsel requested by the Police Department. Cole Pro 
Media agrees to provide consultant services for the City’s Police Department. 
 
The Police Department will communicate and respond to Cole Pro Media staff through email, 
telephone or in person. The Police Department agrees to pay a fixed rate of $5,000 per month. 
Fees may be reasonably incurred by Cole Pro Media as they directly relate to the work of the 
specific project. Both parties agree that the fees and costs spent on any specific project shall be 
capped at $5,000, unless authorized in advance in writing by the Police Department that Cole 
Pro Media may exceed that amount with an agreed to total price cap for the project. Cole Pro 
Media shall not incur any outside expenses on behalf of the Police Department, such as the 
costs of legal and accounting fees, unless such expenses have been specifically authorized by 
the Police Department in writing in advance. If the Police Department approves any outside 
expense then the Police Department shall reimburse the transparency engagement advisor for 
such. The fee for the services as set forth herein shall be considered as full compensation for all 
indirect and direct personnel, materials, supplies and equipment, and services incurred by Cole 
Pro Media.  
 
EXHIBIT A – SCOPE OF WORK  


Cole Pro Media’s Transparency Engagement Advisor will act as the Police Department’s advisor 
for the following; 


● Focusing on the best ways to handle difficult topics with the community. 
● Writing news releases when necessary 
● Writing high-profile news releases and talking points for the city when necessary. 
● Best practices when dealing with transparency, timelines, key messages, and social 


media posts. 
● Best practices for handling critical incidents, media related issues, and crisis 


communication issues. 
● Advisor helps with news releases, social media posts, talking points, and press 


questions when an incident or situation occurs. 
● Bi-monthly zoom communication strategy session that focuses on community outreach 


particularly on social media 
● Keeping the city up to date with the best practices and platforms to engage the 


community in a transparent way. 
● Teaching the social media team and department the latest trends in social media for 


transparency. 







● Teaching the Police Department’s social media team what types of content to look for, 
how to capture great pictures and video, and how to write stories in a way that creates 
community engagement. 


● Helping the Police Department brand larger, long-term campaigns and writing 
communications plans with an emphasis on transparency. 


Payment will be paid within thirty (30) days of receiving the invoice after the project work is 
completed. Payment shall be sent to 3069 Alamo Drive #122, Vacaville, CA, 95687 and made 
payable to Cole Pro Media. This contract will remain active until June 30, 2021. The Police 
Department may give thirty (30) days written notice to Cole Pro Media, terminating this 
agreement in whole or in part at any time, either for the Police Department’s convenience or 
because of the failure of Cole Pro Media to fulfill its contractual obligations or because of Cole 
Pro Media change of its assigned personnel on the project without prior Police Department 
approval. Upon receipt of such notice, Cole Pro Media shall: 1) Immediately discontinue all 
services affected (unless the notice directs otherwise); and 2) Deliver to the Police Department 
all data, drawings, specifications, reports, estimates, summaries, and such other information 
and materials as may have been accumulated or produced in performing work under this 
agreement, whether completed or in process. 


  


  


 





