
Information received from 
department representative.

Is Job Request Form 
complete?

No
Communications staff holds 
information until completed 

paperwork is received.

Assistant Vice President of Marketing 
and Communications reviews input to 
ensure alignment with marketing 

direction.

Completed project is 
given to the Director of 

Communications.

Yes

Communications staff
begins work on project.

Does the Director have 
additional edits? Yes

No

Communications staff
continues work on project.

Completed project is given to the 
AVP for Marketing and 

Communications.

Does the AVP have 
additional edits?

Yes
Communications staff

continues work on project.

Completed project is given to the 
department representative for 

review.

Does the department 
representative have 
additional edits?

h

No

No

Yes
Communications staff

continues work on project.

Has the project been approved  
(including quantity and price) by 

the appropriate people?

Yes

No
Project remains with 
department until 

approved.

Communications staff sends 
project to printer, if applicable, or

closes job as appropriate.
 

Communications staff delivers 
project, if applicable, to 

department representative.

END

Workflow/Approval Process for the Office of Communications
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