
Graphic Production 
Request Process



Point of Contact:
Taylor Foster

tfoster@alphabest.org

Goal:
To deliver high-quality graphic materials quickly and in alignment with 

AlphaBEST brand standards.

Scope:
This process applies to all field managers and AlphaBEST internal team 

members submitting requests for flyers and other marketing or graphic design 
needs.



How to Request a Standard Design within the Kangarootime 
Build Workflow

● Submitting an SMS build HubSpot ticket with the 
complete and approved information. 

● All requests must be approved by a Regional Director 
before being submitted. 

Field Managers are responsible for:
● Reviewing the request for completeness and asking 

any follow-up questions.
● Producing and emailing the requested item within 2 

business days of receiving all required information.
● Note: The 2 business day turnaround begins once all 

pre-approved details are submitted.

Graphic Production is responsible for:

https://help.alphabest.org/employee/sms-request-form


How to Request a Standard Design (Non-Kangarootime)

● Emailing Taylor Foster the request with all the needed details.
● All requests must be approved by a Regional Director before being sent. 

Incomplete requests will not enter production.
● Requests will include:

○ School/District name
○ Dates & times
○ Location
○ Contact info
○ Any required disclaimers
○ Additional information required as needed

Field Managers are responsible for:

● Reviewing the request for completeness and asking any 
follow-up questions.

● Producing and emailing the requested item within 2 business 
days of receiving all required information.

● Note: The 2 business day turnaround begins once all 
pre-approved details are submitted.

Graphic Production is responsible for:



How to Submit a Custom Design Request

Requests that require new layouts, branding adaptations, or designs outside of approved templates will 
take 10 business days to complete.

● Emailing Taylor Foster the request with all the 
needed details.

● Providing complete and approved content, 
including:

○ Finalized details (dates, times, location, 
pricing, etc.)

○ Program or event details
○ Clear indication of template vs. custom 

request
○ Desired delivery date

Field Managers are responsible for:

● Reviewing scope and confirming timeline if 
needed.

● Producing and delivering materials within 
10 business days of receiving all required 
information.

● Note: Complex projects or those requiring 
multiple revisions may extend beyond this 
timeframe and will be communicated 
accordingly.

Graphic Production is responsible for:



Revisions Guidelines and Expectations

In order to complete your request within the given time frame, the design team has established guidelines 
for all revisions. 

● Immediately sharing external feedback via email 
to Rachel Muldowney for corrections.

● Clearly specifying all requested changes, including 
providing additional references or resources.

Field Managers are responsible for:

● Completing minor edits within 1 business 
day. Major revisions may be treated as a new 
request and follow custom turnaround times.

Minor Edits Include:
○ Typos or text corrections
○ Date/time updates
○ Small content changes

Major Revisions Include:
○ Layout changes
○ New sections or significant content 

additions
○ Template changes

Graphic Production is responsible for:



Rush Request Guidelines and Expectations

● Rush requests are not guaranteed.
● Must be approved by Graphic Production based on capacity.
● May require reduced scope or limited revisions.



Questions?




