[bookmark: _ttbyzupubmn8]Module 10 (Days 68–75): Digital Asset Ingest, Backup, and Storage Policy Handbook & Standard Operating Procedure
[bookmark: _ob9ganqwd005]1. Policy Statement
Operational Integrity & Compliance First:  All digital assets captured during Sports Media Inc. photography operations represent non-renewable proprietary data. Standardized procedures for ingestion, verification, backup, and storage must be strictly enforced before any asset enters production, editing, or processing pipelines.
Protection of Minor Safety & Client Data:  Digital asset management protocols exist primarily to enforce child safeguarding, protect youth participant privacy, and guarantee complete operational auditability. Under no circumstances may raw or processed imagery containing minors be ingested, staged, tagged, or uploaded without verified written venue/league authorization and documented parental/guardian consent.
Service Level Agreement (SLA) Guarantee:  Sports Media Inc. operates under a mandatory 48-hour post-shoot upload SLA. Ingest, verification, and backup procedures are time-critical operational gates designed to protect data integrity, prevent missing file exceptions, and guarantee exact parent gallery release deadlines.
Strict Auditing & Data Preservation:  Bit-for-bit file reconciliation and multi-location redundant backups are required for every assignment. Camera memory cards shall not be cleared, formatted, or returned to active field service until secondary backups and programmatic checksum verifications are fully validated and logged.
[bookmark: _ce8z1kuuw4wq]2. Scope & Operational Context
This Policy Handbook and Standard Operating Procedure (SOP) applies universally across  Module 10 (Days 68 to 75)  of the Sports Media Inc. 120-Day Master Curriculum. Compliance is mandatory across all field deployments, supervised pilot operations (including Northern Colorado), and national market launch kits.
Governed Roles:
· Field Photographers
· Digital Asset and Gallery Operators
· Market Captains / Operations Supervisors / Trainers
Operational Boundaries Covered:
· Physical memory card handoffs and hardware integrity inspections.
· Temporary encrypted local staging and RAW file isolation.
· Bit-for-bit file transfers and checksum hash verifications.
· 3-2-1 redundant storage architecture and offsite cloud staging.
· Standardized folder taxonomy and synthetic naming structures.
· Technical image culling and disqualification procedures (including AI background edge QA).
· 48-hour SLA clock management and upload pipeline readiness.
[bookmark: _yh1ratf6ilzr]3. Roles, Governance & Financial Model
[bookmark: _qiiz0e1vfrw8]Operational Roles & Governance Responsibilities
Role / Title,Primary Operations & Asset Ownership,Key KPI / Governance Responsibility
Field Photographer,Captures team and individual media; maintains physical media security; performs preliminary card write-lock checks; delivers physical memory cards or field transfers to the ingest station.,Zero physical card loss; 100% adherence to capture QA standards; delivery of valid card media at T+00:00.
Digital Asset & Gallery Operator,"Owns local staging, checksum verification, 3-2-1 backup execution, file taxonomy enforcement, culling, tagging QA, upload manifest generation, private gallery staging, and 48-hour SLA management.",100% checksum accuracy; zero mis-tagged athletes; 100% compliance with 48-hour post-shoot upload SLA.
Market Captain / Operations Supervisor,Oversees pre-ingest evidence gates; enforces contract/consent verification; approves exceptions; conducts final QA audit; authorizes gallery publication.,Pass/Fail stage-gate sign-off; zero compliance or consent breaches; 100% resolution of field exceptions.
[bookmark: _rvhohfj0c8qn]Official Photographer Compensation & Net Revenue Policy
Field photographers operate under a photography-specific Independent Contractor Agreement (ICA). Field photographers earn  exactly 50% of net revenue  from qualifying photo-package sales attributable to their specific assignment.
· Net Revenue Formula:
· $$\text{Net Revenue} = \text{Gross Package Sales} - (\text{Sales Tax} + \text{Processing Fees} + \text{Lab Fulfillment Costs})$$
Net Revenue = Gross Package Sales - (Sales Tax + Processing Fees + Lab Fulfillment Costs)

· Superseding Authority:  This 50% net revenue policy explicitly supersedes all legacy 10% trainee commission references found in historical internship materials.
Illustrative Calculation Example ($79 Package Sale):
· Gross Parent Package Purchase:  $79.00
· Less Assumed Sales Tax Collected/Remitted:  -$5.00
· Less Assumed Payment Processing Fee:  -$2.50
· Less Assumed Print Lab / Fulfillment Cost:  -$16.50
· Calculated Net Revenue:   $55.00
· Photographer 50% Share:   $27.50
· Sports Media Inc. 50% Share:   $27.50
Note on Contract Deductions & Accounting Nuance: The expense line items listed above (sales tax, processing, lab costs) are illustrative examples for teaching calculations. Shipping, discount allocations, platform fees, returns, sponsorships, and expense offsets must be expressly defined in the executed Independent Contractor Agreement (ICA) before final financial settlement. Final contractor payouts occur only after sales finalization and expense reconciliation.
[bookmark: _l67332x530rq]4. Mandatory Pre-Ingest Requirements & Evidence Gates
Ingestion and file transfer must not begin until the Digital Asset Operator and Market Captain verify three sequential operational gates:
[ Gate 1: Contract Execution Audit ] ➔ [ Gate 2: Guardian Consent Reconciliation ] ➔ [ Gate 3: Synthetic Identifier Check ]

1. Contract Execution Audit
2. Verify that CONTRACT_STATUS == EXECUTED. Confirm that a fully executed agreement exists granting written venue/league authorization and municipality vendor approval prior to processing files.
STOP / GO GATE 1:  If CONTRACT_STATUS != EXECUTED, STOP IMMEDIATELY. Do not connect memory cards or stage media. Unexecuted or draft contracts invalidate all field capture and processing rights.
1. Guardian Consent & Opt-Out Reconciliation
2. Cross-reference the field roster against official written parental/legal guardian consent records. Confirm the zero-tolerance no-photo opt-out list.
STOP / GO GATE 2:  If an athlete is flagged as an opt-out or lacks documented guardian consent, confirm that no images of the child exist on the media. If captured inadvertently, flag and quarantine frames for permanent deletion prior to staging.
1. Synthetic Identification Requirement
2. Enforce non-public synthetic identifiers across all files and folder metadata to protect minor personally identifiable information (PII). System records and asset directories must use non-public organization IDs (e.g., ORG-101) and athlete IDs (e.g., ATH-001).
STOP / GO GATE 3:  Do not ingest files if roster mapping relies on raw child PII (such as full names, phone numbers, or email addresses) in directory names or image tags.
[bookmark: _pqh4xvoo8map]5. 3-2-1 Backup Policy & Storage Architecture
All captured raw media must immediately enter the Sports Media Inc. 3-2-1 Redundant Backup Architecture upon completion of the shoot.
                  ┌──────────────────────────────────────────┐
                  │   3 COPIES OF DATA (RAW Master Files)    │
                  └────────────────────┬─────────────────────┘
                                       │
        ┌──────────────────────────────┼──────────────────────────────┐
        ▼                              ▼                              ▼
┌───────────────┐              ┌───────────────┐              ┌───────────────┐
│   VOLUME 1    │              │   VOLUME 2    │              │   VOLUME 3    │
│ Original Camera│             │ Encrypted Local│              │ Encrypted Cloud│
│ Memory Card   │              │ Primary SSD   │              │ Staging       │
│ (Locked HW)   │              │ (Local Staging)│             │ (photos.      │
│               │              │               │              │ sportsmedia.  │
│               │              │               │              │ net)          │
└───────────────┘              └───────────────┘              └───────────────┘

[bookmark: _5qeb4yccq1xh]Storage Tiers & Preservation Rules
· 3 Total Copies:
· Copy 1:  Original RAW media retained untouched on the physical camera memory card.
· Copy 2:  Primary local staging copy stored on encrypted solid-state/hard drive storage.
· Copy 3:  Secondary backup copy stored on a separate local physical volume or offsite cloud staging (photos.sportsmedia.net).
· 2 Different Media Types/Volumes:
· Volume Type A:  Local solid-state drive (SSD) or high-speed local storage array.
· Volume Type B:  Encrypted secondary external storage volume or secure cloud repository.
· 1 Offsite / Cloud Location:
· Secure staging on photos.sportsmedia.net or designated encrypted offsite storage.
· Separation of Asset Tiers:
· RAW Masters:  Pristine, unedited original image files. Archived immutably.
· Working Derivatives:  Edited, color-corrected, or background-removed exports (JPG/PNG) used strictly for tagging, gallery proofing, and lab fulfillment.
· Mandatory Card Formatting Rule:
CRITICAL DATA PRESERVATION RULE:  Memory cards must NEVER be formatted, cleared, or returned to active rotation until AT LEAST TWO independent, verified, checksum-validated copies exist on secondary encrypted storage media.
[bookmark: _a932oes2yr86]6. Step-by-Step Ingest and Checksum Verification SOP
Digital Asset Operators must execute the following 5-step procedure for every ingest session:
[bookmark: _e383f4i9rq5z]Step 1: Card Integrity Check & Reader Connection
1. Retrieve physical memory cards from the Field Photographer. Inspect physical cards for structural damage or housing cracks.
2. Engage the physical hardware write-lock switch on the SD card (where applicable) to prevent accidental overwrites.
3. Connect the card to the primary staging workstation using a high-speed, direct USB-C/Thunderbolt card reader. Ensure workstation power stability.
[bookmark: _6sg6auuldg7u]Step 2: Bit-for-Bit Transfer & File Count Reconciliation
1. Open the secure staging software environment.
2. Pre-Transfer Capacity Verification:  Verify local target volume (Volume 2) has at least  3x the total memory card data capacity available  prior to initiating transfer.
3. Execute a bit-for-bit file copy from the camera media to the local primary encrypted storage volume (Volume 2).
4. Log total source file count, total byte size, and camera card volume label.
[bookmark: _idf8z1h78cbv]Step 3: Checksum Verification & Facial Feature Caveat
1. Run programmatic checksum verification (e.g., MD5 or SHA-256 hash generation) across source files and newly transferred destination files.
2. Reconcile source and destination file counts and hash signatures.
3. If source hash matches destination hash 100%, mark transfer status as VERIFIED.
4. Facial Recognition Software Caveat:  Facial recognition software operates strictly as a secondary suggestion tool where legally and technically approved. Manual human verification of every athlete tag is mandatory prior to gallery publishing. Biometric identification is a proposed platform capability and must never be represented as fully deployed or used as sole identification authority.
[bookmark: _5jt4i66t942j]Step 4: Secondary Backup Generation
1. Initiate an immediate secondary transfer from the verified primary local copy (Volume 2) to the secondary local/cloud volume (Volume 3).
2. Confirm secondary transfer completeness using file size and count validation.
[bookmark: _dd4jyapcdglm]Step 5: Transfer Log Generation
1. Compile a transfer record in the system directory using standard file naming rules.
2. Standard log file naming syntax:
3. LOG_JOB_IDYYYYMMDDOPERATOR_ID.txt
4. Log required metadata: total images ingested, timestamp, hardware ID, card volume name, checksum status, and initial file audit count.
[bookmark: _qute635a19hj]7. Folder Taxonomy and File Naming Conventions
To ensure automated platform ingestion and cataloging, all files and folders must adhere strictly to the standardized taxonomy.
[bookmark: _mi1m0l7bk2y1]1. Job ID Format
YEAR_STATE_CITY_LEAGUE_SPORT_DATE

· Example:  2026_CO_LOVELAND_PARKSREC_SOCCER_20261012
[bookmark: _nxhmube3v474]2. Standard Directory Hierarchy
[YEAR_STATE_CITY_LEAGUE_SPORT_DATE]
│
└── [SEASON]
    └── [SPORT]
        └── [DIVISION]
            └── [TEAM]
                ├── RAW_MASTERS
                │   └── [ATHLETE_ID]
                └── WORKING_DERIVATIVES
                    └── [ATHLETE_ID]

[bookmark: _fa879fwpimmt]3. Concrete Directory Taxonomy Example
2026_CO_LOVELAND_PARKSREC_SOCCER_20261012/
├── FALL_2026/
│   └── SOCCER/
│       └── 10U/
│           ├── TEAM_BLUE/
│           │   ├── RAW_MASTERS/
│           │   │   ├── ATH-001/
│           │   │   │   ├── 20261012_ORG-101_10U_BLUE_ATH-001_RAW_001.CR3
│           │   │   │   └── 20261012_ORG-101_10U_BLUE_ATH-001_RAW_002.CR3
│           │   │   └── ATH-002/
│           │   └── WORKING_DERIVATIVES/
│           │       └── ATH-001/
│           │           └── 20261012_ORG-101_10U_BLUE_ATH-001_HERO_001.JPG
│           └── TEAM_RED/

[bookmark: _635ajhw9lssx]4. Standard Asset File Naming Formula
Standard Asset File Naming Formula:
[YYYYMMDD]_[ORG_ID]_[DIVISION]_[TEAM]_[ATHLETE_ID]_[ASSET_TYPE]_[INDEX].[EXT]

Formula Elements Breakdown:
• DATE: YYYYMMDD (e.g., 20261012)
• ORG_ID: Synthetic Organization Code (e.g., ORG-101)
• DIVISION: Age group or division (e.g., 10U)
• TEAM: Normalized team name (e.g., BLUE)
• ATHLETE_ID: Synthetic non-public ID (e.g., ATH-001)
• ASSET_TYPE: RAW (Unedited Master) or HERO (Edited Derivative)
• INDEX: 3-digit sequence index (e.g., 001)

Full Derivative File Name Example:
20261012_ORG-101_10U_BLUE_ATH-001_HERO_001.JPG

[bookmark: _kcl4ywgfvuam]5. Privacy & Data Exclusion Rule
STRICT PRIVACY PROHIBITION:  Parent names, child full names, phone numbers, email addresses, and unencrypted roster lines must NEVER appear in folder directories, image filenames, or publicly accessible metadata tags. All assets must identify subjects exclusively via synthetic identifiers (ORG-101, ATH-001).
[bookmark: _a5czsq7dy6sg]8. Image Culling & Disqualification Criteria
During local staging and derivative preparation, the Digital Asset Operator must evaluate every captured frame against technical, qualitative, and AI-processing criteria.
Pass / Accept Criteria (Hero Asset),Disqualification / Cull Trigger
"Sharp Focus & Clarity:  Tack-sharp focus on eyes, face, and primary jersey identifiers.","Focus Failure:  Severe out-of-focus, motion blur, or missed autofocus lock."
"Proper Exposure & Lighting:  Balanced exposure, correct skin tone rendition, no blown highlights on face.","Exposure Error:  Severe under-exposure (>2 stops) or blown, unrecoverable facial highlights."
"Unobstructed Features:  Eyes open, facial features fully visible, clear expression.","Obstructed Subject:  Eyes closed/blinking, face obscured by arms, gear, or hair."
Roster Alignment:  Jersey number and team logo clearly identifiable and matched to roster.,"Unmatched Identity:  Missing jersey number, unidentifiable player, or missing slate match."
Clean Background & Frame Boundaries:  Subject framed cleanly with required safe crop margins.,"Unapproved Proximity / Adult:  Visible unapproved adult in frame, or adult photographer alone with child."
Consent Verified:  Participant cross-referenced and cleared on active roster.,Non-Consented Subject:  Photo of participant flagged on zero-tolerance opt-out list.
Clean Presentation:  No visible technical slates or identification cards in parent proof.,Exposed Technical Slate:  Visible physical slate/ID card inside the working hero frame.
"AI Edge Quality:  100% zoom check passes on fingers, hair translucency, ball edges, and gear.","AI Masking Failure:  Haloing, missing fingers, truncated ball edges, or hallucinated logos/gear."
[bookmark: _ytmqlrgjpfwv]RAW Archival Rule for Culled Assets
Culled or rejected RAW frames must  not  be deleted from the primary master backup. They must remain preserved in the RAW_MASTERS archival folder to satisfy legal auditability and retention policies, but must be excluded from WORKING_DERIVATIVES and upload batches.
[bookmark: _vwntbmiv6ug4]9. 48-Hour Upload SLA Clock Management
Sports Media Inc. mandates a  strict 48-hour post-shoot upload SLA  measuring from the exact minute shoot operations conclude to final parent gallery release.
T+00:00 (Shoot End) ──────────────────────────────────────────────────────────► T+48:00 (Gallery Release)
 ├── T+00:00 - T+04:00 : Field Ingest, Dual Backup & Transfer Log Creation
 ├── T+04:00 - T+24:00 : Technical Culling, Color/Exposure Adjustments & Derivative Staging
 ├── T+24:00 - T+36:00 : Roster Matching, Athlete Tagging (ATH-001) & Consent Verification Audit
 └── T+36:00 - T+48:00 : Private Gallery Staging, Access Permissions Test, QA Sign-Off & Release

[bookmark: _l0owuloojrtp]Milestone Schedule & Clock Management Rules
· Milestone 1: T+00:00 to T+04:00 (Field Ingest & Redundancy Gate)
· Actions:  Complete card transfers, verify bit-for-bit checksums, generate Volume 2 and Volume 3 backups, compile LOG_JOB_ID.txt.
· Gate:  Initial ingest log submitted to Market Captain.
· Milestone 2: T+04:00 to T+24:00 (Culling & Derivative Production)
· Actions:  Apply disqualification criteria (including AI edge checks at 100% zoom), isolate hero team/individual frames, execute approved color/exposure corrections, generate derivatives.
· Gate:  Derivative folder populated; rejected RAWs archived.
· Milestone 3: T+24:00 to T+36:00 (Roster Matching & Tagging QA)
· Actions:  Associate synthetic tags (ATH-001) with specific images; re-verify opt-out status; execute 100% manual check on all facial AI associations.
· Legal/Platform Caveat:  Facial recognition software operates strictly as a secondary suggestion tool where legally and technically approved. Manual human verification of every athlete tag is mandatory prior to gallery publishing.
· Gate:  Tagging QA completed with zero mis-tagged athletes.
· Milestone 4: T+36:00 to T+48:00 (Gallery Staging & Release Authorization)
· Actions:  Upload derivative batches to photos.sportsmedia.net; generate Upload Manifest (MANIFEST_JOB_ID.csv); test parent permission boundaries using test guardian account; perform final Market Captain sign-off; release gallery purchase links.
· Gate:  Gallery published; parent notification system triggered.
[bookmark: _87bxqmob0ibd]10. Exception and Escalation Matrix
When operational failures, technical glitches, or compliance breaches occur, operators must execute immediate containment and escalate per the matrix below:
Trigger / Exception Scenario,Immediate Action / Containment,Role Owner,Escalation Route & SLA
Corrupted Memory Card / Checksum Mismatch,STOP INGEST.  Do not format or write to card. Disconnect card reader. Attempt hardware read-only copy on secondary workstation.,Digital Asset & Gallery Operator,Escalate to  Market Captain / Operations Supervisor  within  1 hour . Engage hardware data recovery protocol.
Photographed Child Lacks Guardian Consent,ISOLATE FILES.  Remove affected image files from working pipeline immediately. Move RAWs to restricted security folder.,Digital Asset & Gallery Operator,Escalate to  Market Captain & Legal/Compliance Contact  within  2 hours . Verify physical consent form or execute purge.
Unmatched / Unidentified Athlete Image,QUARANTINE ASSET.  Move image to UNMATCHED_STAGING folder. Do not publish or assign to a public gallery.,Digital Asset & Gallery Operator,Escalate to  Field Photographer & League Liaison  within  12 hours  to cross-reference physical shoot log.
Hardware Outage / High-Volume Bandwidth Failure,SWITCH TO LOCAL STAGING.  Pause cloud upload. Maintain local dual-volume backups (Volume 2 and Volume 3).,Digital Asset & Gallery Operator,Escalate to  IT Support / Market Captain  within  2 hours . Transport local backup drive to secure high-speed node.
Upload SLA Breach Warning (T+36:00 Reached),FLAG SPRINT.  Isolate pending tasks. Prioritize roster matching and QA over batch editing refinements.,Market Captain / Operations Supervisor,Escalate to  Program Operations Director  immediately at  T+36:00 . Log delay rationale in system incident tracker.
Child Assent / Comfort Issue During Shoot,PAUSE CAPTURE.  Immediately stop photography of child. Re-engage league liaison and guardian. Document opt-out.,Field Photographer / Market Captain,Escalate to  Operations Supervisor  immediately ( 15-minute SLA ). Ensure child is comfortably transitioned back to team.
Wrong-Child Gallery Exposure Post-Release,PRIORITY 1 GALLERY LOCK.  Instantly lock gallery access. Purge CDN/browser cache. Isolate mis-tagged images.,Digital Asset Operator / Market Captain,Escalate to  Legal & Executive Operations  within  15 minutes . Issue corrected private permissions.
[bookmark: _5y10gui34pur]11. Quality Gates & Pass/Fail Criteria
Before any gallery is authorized for publication on photos.sportsmedia.net, it must pass 100% of the quality checks across four key domains.
AUTOMATIC GALLERY LOCK RULE:  Failing a single critical check (such as publishing an unverified minor or exposing a mis-tagged athlete) results in an immediate automatic gallery lock and suspension of upload release.
┌────────────────────────────────────────────────────────────────────────┐
│                   MANDATORY GALLERY QUALITY GATES                      │
├────────────────────────────────────────────────────────────────────────┤
│ [ PASS / FAIL ]  1. Security & Consent Verification Gate               │
│ [ PASS / FAIL ]  2. Storage & Redundancy Verification Gate             │
│ [ PASS / FAIL ]  3. Technical Asset Quality Gate                       │
│ [ PASS / FAIL ]  4. Tagging & Metadata Accuracy Gate                   │
└────────────────────────────────────────────────────────────────────────┘

[bookmark: _ap2367l2c26i]Gate 1: Security & Consent Verification
· PASS / FAIL Executed contract verified (CONTRACT_STATUS == EXECUTED).
· PASS / FAIL Roster matched 100% against parental consent forms.
· PASS / FAIL Zero images of opt-out list children present in working directories.
· PASS / FAIL Zero raw child PII (names, phone numbers) exposed in filenames or metadata.
[bookmark: _23btgllx10e1]Gate 2: Storage & Redundancy Verification
· PASS / FAIL Bit-for-bit checksum transfer verified matching 100%.
· PASS / FAIL Dual local/cloud backups generated on two separate physical volume types.
· PASS / FAIL Memory cards retained unformatted until dual backup verification is complete.
· PASS / FAIL Archival RAW files isolated from working derivative exports.
[bookmark: _y7kdd4mqdbwz]Gate 3: Technical Asset Quality
· PASS / FAIL All images pass focus, exposure, and white balance threshold checks.
· PASS / FAIL All individual portrait derivatives contain proper crop boundaries and clear facial visibility.
· PASS / FAIL All technical slates and identification cards removed from working derivative paths.
· PASS / FAIL AI background edges (if applied) inspected at 100% zoom with zero haloing, missing fingers, hair artifacts, or truncated ball edges.
[bookmark: _h3g5zcmiw0z]Gate 4: Tagging & Metadata Accuracy
· PASS / FAIL 100% of derivative files tagged with synthetic athlete IDs (ATH-001) and organization IDs (ORG-101).
· PASS / FAIL Manual verification completed for 100% of athlete tags (facial recognition used strictly as secondary assistance).
· PASS / FAIL Sample guardian login test verified; permission boundaries prevent browsing unauthorized athletes.
· PASS / FAIL Pricing, package catalogs, and net revenue attribution models validated.
[bookmark: _k14svz6xwbqb]12. Applied Exercise & Field Practicum
Trainees in Module 10 (Days 68–75) must complete this hands-on practicum to demonstrate operational competency in digital asset ingest, backup, tagging, upload manifest generation, and net revenue accounting.
[bookmark: _vcrlulsvbbt8]Practicum Scenario
You receive physical memory cards from a 3-team youth soccer shoot conducted for Loveland Parks & Recreation (ORG-101). The shoot comprises 45 total synthetic athlete files (ATH-001 through ATH-045) across 3 divisions. Intentionally injected into the card media are 3 corrupted or quality-flawed frames.
[bookmark: _tsbpwjvr7yow]Required Tasks
1. Pre-Ingest Audit & Contract Verification:  Validate simulated contract status (CONTRACT_STATUS == EXECUTED) and check the 45-athlete roster against consent flags.
2. Ingest, Checksum Reconciliation & Transfer Log Creation:  Perform bit-for-bit ingest to local staging (Volume 2). Run checksum reconciliation and compile a Transfer Log (LOG_2026_CO_LOVELAND_PARKSREC_SOCCER_20261012.txt).
3. Directory Structuring & Asset Taxonomy Enforcement:  Build the exact folder hierarchy (2026_CO_LOVELAND_PARKSREC_SOCCER_20261012/FALL_2026/SOCCER/10U/TEAM_BLUE/...) using synthetic athlete identifiers.
4. Technical Culling & Disqualification Audit:  Audit the 45 images. Identify and cull the 3 flawed frames (1 motion blur, 1 exposed slate card, 1 non-consented subject). Archive the RAWs and exclude them from derivatives.
5. Secondary Backup Replication & Verification:  Simulate dual-volume replication (Volume 2 to Volume 3) and issue a Backup Verification Record.
6. Upload Manifest Generation & Net Revenue Calculation:  Generate the platform Upload Manifest (MANIFEST_2026_CO_LOVELAND_PARKSREC_SOCCER_20261012.csv) and calculate the 50% net revenue share on a mock $79 package (using $5.00 sales tax, $2.50 processing, and $16.50 lab fulfillment deductions).
[bookmark: _8u9frzfgqj5e]Required Submission Deliverables
1. Completed Transfer Log (LOG_JOB_ID.txt).
2. Backup Verification Record (signed by trainee).
3. Exception & Culling Log (documenting the 3 quarantined assets and containment actions).
4. Completed Upload Manifest (MANIFEST_JOB_ID.csv).
5. Net Revenue Calculation Worksheet showing line-item math ($55.00 net / $27.50 photographer payout).
[bookmark: _nuig9krt9rs1]Practicum Grading Rubric
Assessment Criteria,Required Standard for Pass,Scoring
Pre-Ingest & Compliance Audit,100% verification of contract/consent rules; zero exposure of child PII.,Pass / Fail (Mandatory 100%)
Checksum & Transfer Integrity,Source and destination file counts and hash values match 100%.,Pass / Fail (Mandatory 100%)
Taxonomy & File Naming,Exact compliance with standardized folder hierarchy and file naming formula.,Pass / Fail
Culling & Flaw Identification,Correct identification and quarantine of all 3 defective/non-consented frames.,Pass / Fail (Mandatory 100%)
Upload Manifest Completeness,Accurate generation of Upload Manifest CSV matching verified assets.,Pass / Fail
Net Revenue Arithmetic,100% accuracy in net revenue deductions ( $55.00 net) and photographer share ($ 27.50).,Pass / Fail
[bookmark: _3v23yaq9aikj]13. Printable One-Page Ingest Field Checklist
================================================================================
           SPORTS MEDIA INC. — DIGITAL ASSET INGEST FIELD CHECKLIST
================================================================================
Job ID: ____________________________________  Date: ________________________
Location / Market: ________________________  Operator Name: ________________

SECTION 1: PRE-INGEST EVIDENCE GATES
[ ] Contract Execution Verified (CONTRACT_STATUS == EXECUTED).
[ ] Roster cross-referenced against signed Parent/Guardian Consent Forms.
[ ] Zero-Tolerance Opt-Out list verified; non-consented subjects confirmed clear.
[ ] Synthetic Identifier mapping verified (ORG-101 / ATH-001); no raw PII in tags.

SECTION 2: TRANSFER & CHECKSUM VERIFICATION
[ ] SD Card Write-Lock enabled before connecting to reader.
[ ] Target volume (Volume 2) verified to have >= 3x card capacity available.
[ ] Bit-for-bit transfer initiated to Local Primary Encrypted Staging (Volume 2).
[ ] Programmatic checksum / hash verification executed (100% Match Verified).
[ ] Secondary backup generated to Volume 3 (Secondary Local / Cloud Staging).
[ ] Source and destination file counts matched perfectly.
[ ] Transfer Log compiled and saved (LOG_[JOB_ID]_[DATE]_[OPERATOR].txt).
[ ] CRITICAL: Memory cards left UNFORMATTED until dual backup is confirmed.

SECTION 3: TAXONOMY & FILE STRUCTURE VALIDATION
[ ] Job ID follows format: YEAR_STATE_CITY_LEAGUE_SPORT_DATE.
[ ] Directory hierarchy verified: League / Season / Sport / Division / Team / Player_ID.
[ ] Assets separated into RAW_MASTERS and WORKING_DERIVATIVES folders.
[ ] Filenames follow formula: [DATE]_[ORG]_[DIV]_[TEAM]_[ATHLETE]_[TYPE]_[SEQ].[EXT].
[ ] Zero parent/child PII in folder names, file names, or metadata.

SECTION 4: QUALITY CULLING & DERIVATIVE PREPARATION
[ ] Out-of-focus, improperly exposed, and obstructed face frames culled.
[ ] Visible technical slates and unapproved adults removed from hero derivatives.
[ ] AI background edges inspected at 100% zoom (fingers, hair, ball edges clean).
[ ] Disqualified RAW files preserved in RAW_MASTERS archive; excluded from upload.
[ ] Derivatives color-corrected, cropped, and prepared for staging.

SECTION 5: SLA, MANIFEST & GALLERY RELEASE SIGN-OFF
[ ] Upload Manifest generated (MANIFEST_[JOB_ID].csv).
[ ] Gallery derivative batch staged on photos.sportsmedia.net within SLA clock.
[ ] Manual human verification completed for 100% of athlete tags.
[ ] Sample parent login tested; permission boundaries verified.
[ ] Net revenue attribution and package pricing catalog validated.

--------------------------------------------------------------------------------
VERIFICATION SIGN-OFF:

Digital Asset Operator Signature: _______________________ Date: _______________

Market Captain Signature: _______________________________ Date: _______________
================================================================================


