REQUEST PROJECT SPECS ESTIMATES PURCHASE ORDERS DESIGN START REVISIONS PRINT MAIL SERVICE IN-HAND
| _ [ _ [ _ [ _ [ _ [ _ ® ® @
{1-2  Start Date for {1-2  Outline of Project 2-3  Estimates from 3 1-2 Client to OK estimate 2-4 Idea / Concept 2-3  Rounds of Layout & 1-2  Proof Sign Off 2-3  Mail List from Client* 2-3  FIRST CLASS
DAYS Project Established DAYS Design Parameters DAYS External Print Vendors* DAYS of selected Vendor DAYS presented to DAYS  Text Edits Iimit@ DAYS  Production files sent DAYS DAYS
& Considerations OR client to vendor outputting Clean up Mail List
' Scope of work defined ' Internal Request to Admins Notified by
Admin Services estimates provided 1-2 Initial Draft 3. Consolidated Money available for
Delivery 2-3  with indication of DAYS Mock-up DAys Changes for 10+ EXTERNAL Printing* USPS account
« Mail list criteria : PER PROCUREMENT: DAYS  selected vendor* LAST REVIEW DAYS . Project added to
from client Projects UNDER $5,000 vendor’s schedule *Deliver?d vyhile PRINT
Assigned by Designer P.O. request submitted 1-2 Approval of Idea « Press Proof* production is occurring to 8+  BULK
Vendor to Procurement Dept. DAYS « Press Check (if required) reduce overall timeline DAYS
- In-House Projects OVER $5,000 + Print Run
« External Resource 3 Quotes Required Money encumbered 3-4 antent from
for PRINT & MAIL SERVICE DAYS  Client* * Delay is Sign Off will extend
Admins Notified of Projects OVER $10,000 . the approxd70 b/usmess dgy
Pending Project Out for competitive bid Money deposited or furnarotind on farge projects
set aside for USPS 3-8  Design & Layout
* For projects under 510,000 . DAYS )
if vendor with lowest quote OIA Team Notified of the * Content from client
is NOT selected, justification is New Project to coordinate still received when design
required when P.O. number schedules with MarComm commences but cut off
request is made date is required prior to
50% of design completed
2 DAYS 2 DAYS 3 DAYS 5 DAYS 20 DAYS 9 DAYS 12+ DAYS 3 DAYS 8+ DAYS
*Approximate 5DAYS 60 DAYS
duration of time ...
INTERNAL EXTERNAL
Small Requests e.g. Large Jobs e.g.
Postcards Annual Report
Flyers MSM Magazine



REQUEST VENDOR SELECTION SCHEDULING STORYBOARD SHOOTING GRAPHIC SUPPORT EDITING REVIEW APPROVAL

7 Client Meeting 2-3  Client & Vendor 2-3  Client availability 3-5 Message Crafted 1-2  OnMSMor 2-3  Lower Third / Chyron {1-2  Voice Over {1-2  MarComm Review i 1-2  SignOff
DAYS - Message Development DAYS shoot date availability DAYS DAYS i DAYS  Partner location DAYS i DAYS i DAYS i DAYS
« Target Audience Location Creating Scripts Full Screen Production of Video Client Review i
Vendor Resources e On campus ' . .
Scope of Work defined « In-House Producer . offsite Identify Needed Shots Transitions Background Music Suggested Changes
- Equipment e.g. + Primary
Duration of deliverable Drone/HD Camera Interview Candidates . Broll Final Edits
« Length of video
Estimates Weather Considerations

Client to OK estimate
of selected Vendor

Admins Notified by
estimates provided
with indication of
selected vendor

P.O. request submitted
to Procurement Dept.

Money encumbered
for VIDEO SERVICE

OIA Team Notified of the

New Project to coordinate
schedules with MarComm

7 DAYS 3 DAYS 3 DAYS 5 DAYS 2 DAYS 3 DAYS 2 DAYS 2 DAYS 2 DAYS

*Approximate 28 DAYS
duration of time ...

30 - 60 second video 3 - 5 minute video



REQUEST STAFF PLANNING START REVISIONS TESTING LIVE
i1-2 Delivery 5-7  Vendor or In-House $3-5 Email 2-4  Rounds of Layout & {1-2  Quality Assurance {1 Active &viewed
i DAYS « Web/Email DAYS . 1 Joshua Group i DAYS . Acceptiva DAYS Text Edits Iimit@ i DAYS 1 DAY by internal / external
Ou Campus L Benchmark

Start Date Established Gordon or Maalek i '
Design & Content Consolidated
Event Date Content Provided Build-out Changes for
: LAST REVIEW
Design Direction
Sign-Off 5-7 Landing Page
DAYS  Design & Dev*
Client to OK estimate
of selected Vendor
Admins Notified by
estimates provided
with indication of 5-7  Web Page
selected vendor : DAYS  Static Mock-up
(single page)
P.O. request submitted
to Procurement Dept.
7-10 Web Page
Money encumbered DAYS  Static Mock-up
for WEB DEV SERVICE (2-5 pages)
OIA Team Notified of the
New Project to coordinate
schedules with MarComm
1-2 Misc. Digital
i DAYS Graphics (JPG/ PDF)
* Can be in tandem
with Email project
2 DAYS 7 DAYS 12 DAYS 4 DAYS 2 DAYS 1 DAY
*Approximate 2 DAYS 28 DAYS
duration of time -..i
INTERNAL EXTERNAL
Small Requests e.g. Large Jobs e.g.
Email Header Graphic Website Build



REQUEST MESSAGE DEV SPOKESPERSON DRAFT RELEASE REVIEW & EDIT APPROVAL DISSEMINATION

{1-2 Start Date for 2-3  Draft Points {1-2  Work with both internal 2-3  Craft Message 2-3  Client (internal) review 2-3  Final Sign Off {1-2  Posting on the wire
i DAYS Project Established DAYS i DAYS &external client to DAYS DAYS DAYS (internnal & external) i DAYS
i Identify Supporting identify suitable Create quotes for each Review & Edits i Distributing to Media
Target Identified Facts ' spokesperson(s) spokesperson
MarComm Update Posting to MSM site
Write Key Message Verify facts for inclusion and Social Media
Client (external) review
Final Edits from client
(internal & external)
2 DAYS 2 DAYS 2 DAYS 3 DAYS 3 DAYS 3 DAYS 2 DAYS

*Approximate 17 DAYS
duration of time ’

INTERNAL
All work conducted in-house



