[bookmark: _nvvavluaktr0]Policy Handbook & SOP: Module 14 (Days 98–105) — CRM, League Communications, Campaigns & Analytics #### 1. Policy Statement This Standard Operating Procedure (SOP) establishes the mandatory operational, technical, and data-governance principles governing customer relationship management (CRM) systems, league-wide communications, parent campaign drips, and marketing analytics during Module 14 (Days 98–105) of the Sports Media 120-Day Curriculum. 1. Contract Execution Prerequisite: No CRM outreach, automated communication sequence, or gallery campaign activation may be initialized without a verified, legally executed contract (CONTRACT_STATUS == EXECUTED). Verbal agreements, marketing templates, or sales proposals do not grant authorization for contact ingestion or campaign deployment. 2. Guardian Consent Mandate: Written parent or legal guardian consent (CONSENT_STATUS == VERIFIED) is mandatory before any parent contact details or minor athlete records are imported into automated campaign sequences. Documented opt-outs must be strictly enforced across all messaging channels. 3. Child Safeguarding & PII Protection: Storing or transmitting public child personally identifiable information (PII), identifiable roster data, or unauthorized child imagery across public-facing marketing channels, external AI platforms, or unencrypted networks is strictly prohibited. Synthetic identifiers must be utilized in all training, testing, and operational workflows. 4. 48-Hour SLA Compliance: A non-negotiable 48-hour post-shoot operational Service Level Agreement (SLA) governs the entire asset lifecycle—from photo ingest, culling, and editing through manual tagging verification, gallery QA, and final automated campaign release. #### 2. Scope This SOP applies strictly to the following operational boundaries: * Personnel Boundaries: Governs all Trainees, Field Photographers, Digital Asset Operators, CRM Leads, Commerce Specialists, and Market Captains operating within Module 14 (Days 98–105) of the Sports Media 120-Day Curriculum. * Organizational & Market Boundaries: Applies exclusively to authorized youth sports operations, municipal Parks & Recreation partner programs (including the Northern Colorado supervised pilot), and contracted partner leagues operating under an executed agreement. #### 3. Roles and Ownership | Role Title | Core Operational Ownership | CRM & Campaign Deliverables | Escalation Route | | ------ | ------ | ------ | ------ | | Community Engagement Researcher | Municipal sports mapping, contact discovery, and CRM database hygiene. | Population of verified organizational leads, deduplication of league contacts, source tracking. | Municipal Partnership Specialist | | Municipal Partnership Specialist | Parks & Rec procurement, direct league sales, legal contract execution, and venue approvals. | Execution verification (CONTRACT_STATUS == EXECUTED), authorized contact handoff, survey routing. | Market Captain / Legal Counsel | | Field Photographer | On-site photo capture, station flow management, consent/opt-out cross-checking on-site. | Capture logging, paper roster reconciliation, initial card/asset transfer to digital team. | Market Captain / Trainer | | Digital Asset & Gallery Operator | Ingestion, backup, editing, athlete tagging, gallery QA, and platform publishing. | Execution of 48-hour upload SLA, manual tag verification, private gallery creation, metadata mapping. | Operations Director / Systems Architect | | Commerce & Customer Support Specialist | E-commerce package activation, parent checkout path, refund processing, and support ticket resolution. | Campaign drip delivery audits, conversion tracking, support issue tracking, financial reconciliation logs. | Market Captain / Finance Team | | Market Captain / Trainer | Regional operational supervision, stage-gate evaluations, quality gate sign-offs, and launch governance. | Pre-launch campaign approval, SLA audit sign-off, final revenue split verification, renewal reporting. | Senior Operations Director | #### 4. Pre-Outreach Requirements & Authorization Controls ##### MANDATORY SYSTEM CONTROLS & AUTHORIZATION GATES Automated campaign sequences and league-wide communication triggers cannot be activated until all three authorization controls below are programmatically validated and signed off in the CRM system.  +-----------------------------------------------------------------------------------+ | PRE-OUTREACH CONTROL GATES | +-----------------------------------------------------------------------------------+ | 1. CONTRACT EXECUTION GATE --> CONTRACT_STATUS == EXECUTED (Org ID e.g., ORG-101)| | 2. GUARDIAN CONSENT GATE --> CONSENT_STATUS == VERIFIED (Opt-out list check) | | 3. SAFEGUARDING & DATA GATE --> Synthetic IDs Enforced (ATH-001 / No public PII)| +-----------------------------------------------------------------------------------+  * Contract Execution Gate: * System validation requires an explicit status check (CONTRACT_STATUS == EXECUTED) linked to an authorized organizational identifier (e.g., ORG-101). * Marketing examples, draft agreements, or verbal permissions do not grant authority to capture photos or initiate automated contact outreach. * If a contract is pending, invalid, or expired, the CRM system must enforce a programmatic lockout preventing email/SMS sequence deployment. * Guardian Consent Verification: * The CRM system must verify consent flags prior to enrolling parent contacts into marketing drips. * Contact mapping must parse data into strict categories: CONSENT_STATUS == VERIFIED versus OPT_OUT. * If a parent or guardian submits an opt-out request or revokes permission, the record must instantly flag OPT_OUT == TRUE, removing the contact from all campaign drip queues across email and SMS channels. * Safeguarding & Data Controls: * Synthetic, non-public identifiers (e.g., ATH-001, ORG-101, EVT-2026) must be utilized in all training environments, platform testing, and campaign documentation. * Direct public exposure of minor PII, such as linking full athlete names to unencrypted public galleries or public marketing materials, is strictly prohibited. * Filenames and publicly visible image metadata must never contain parental contact details or unencrypted child PII. #### 5. CRM Segmentation & Data Hygiene SOP ##### 5.1 Data Naming & Job ID Structure All CRM entities, campaign tags, gallery directories, and digital asset folders must adopt the mandatory uniform naming convention: YEAR_STATE_CITY_LEAGUE_SPORT_DATE * Example Standard: 2026_CO_LOVELAND_LYSA_SOCCER_20261012 * Application: This exact string must serve as the primary key binding the CRM campaign record, the private photo gallery, and the financial tracking manifest. ##### 5.2 Minimum Field Mapping To maintain database integrity across sales, photography, and campaign modules, all imported datasets must fulfill the schema requirements below: | Field Name | System Category | Description & Validation Rule | Operational Source | | ------ | ------ | ------ | ------ | | market_id / city_id | Geographic | Unique identifier for the municipality/market (e.g., CO_LOVELAND). | Community Engagement Lead | | org_id | Organization | Unique identifier for the league or Parks & Rec entity (ORG-101). | Municipal Partnership Specialist | | event_id | Event / Shoot | Unique ID binding the photo day schedule to the venue and date. | Field Photographer / Operator | | athlete_id | Child Privacy | Non-public synthetic identifier assigned to the athlete (ATH-001). | Authorized Roster Import | | gallery_id | Commerce Asset | Portal directory mapping to photos.sportsmedia.net. | Digital Asset Operator | | order_id | E-Commerce | Unique financial transaction ID for checkout and split tracking. | Commerce Specialist | | consent_status | Safeguarding | Categorical validation (VERIFIED, PENDING, OPT_OUT). | Parent Consent Form / League Roster | ##### 5.3 Hygiene & Deduplication Protocol 1. Duplicate Resolution: Weekly automated deduplication scripts must match contacts based on parent email and phone number. Duplicate parent profiles must be merged while preserving associated athlete_id relational links. 2. Unauthorized Record Scrubbing: Any contact record lacking an explicit organizational link (org_id) or an executed contract status must be moved to an unverified staging table and barred from active campaign queues. 3. Data Separation: Parental contact information (email, phone, billing address) must remain strictly partitioned within the secure CRM layer and never written into photo EXIF/IPTC metadata or public gallery image filenames. 4. Opt-Out List Reconciliation: Opt-out updates must run prior to every campaign drip execution. Requests received via support tickets, league notices, or unsubscribe links must update the primary CRM database within 2 hours. #### 6. Automated Campaign Sequences (Email/SMS Drips) The Module 14 automated communication workflow executes a 6-touch parent notification and marketing drip sequence via email and SMS.  +---------------------------------------------------------------------------------------------------+ | 6-TOUCH PARENT NOTIFICATION DRIP | | | | [Touch 1] ------------> [Touch 2] ------------> [Touch 3] ------------> [Touch 4] ------------> | | Pre-Photo Day Photo Day Gallery Release Package & Pricing | | (T-10 to T-7 Days) Reminder (T-24 Hours) (T+48 Hours Max) (T+72 Hours) | | | | [Touch 5] ------------> [Touch 6] | | Order Deadline Post-Season Survey & | | (T+7 Days) Seasonal Rollover | | (T+14 Days) | +---------------------------------------------------------------------------------------------------+  ##### Step-by-Step Touchpoint Execution 1. Touchpoint 1: Pre-Photo Day Notice * Timing: 10 to 7 days prior to scheduled photo day ( $T-10d$ to $T-7d$ ). * Trigger Condition: Schedule lock and roster import verification. * Channel: Email / SMS via league-approved communication channels. * Allowed Content: Date, time, venue map, uniform requirements, prop/ball guidelines, explanation of parental consent process, and customer support contact details. * Deliverability & Sender Architecture: Operators must configure CRM sender settings using co-branded distribution headers (e.g., Northern Colorado Parks & Rec via Sports Media ) and league-approved sender domains to prevent deliverability failures, spam flagging, and compliance breaches. * Compliance Check: Verify CONTRACT_STATUS == EXECUTED; confirm message contains opt-out instructions. 2. Touchpoint 2: Photo Day Reminder * Timing: 24 hours prior to shoot ( $T-24h$ ). * Trigger Condition: Operational go/no-go sign-off by Market Captain. * Channel: SMS / Short Email (utilizing verified co-branded headers). * Allowed Content: 24-hour reminder, team appointment block arrival time (10–15 minutes early requirement), staging location rules, rainout fallback details. * Compliance Check: Filter out any registered OPT_OUT contacts or unverified rosters. 3. Touchpoint 3: Gallery Release & Access * Timing: Within 48 hours post-shoot ( $T+48h$ maximum). * Trigger Condition: Digital Asset Operator and Market Captain QA sign-off on published private gallery. * Channel: Direct Email / Secure SMS. * Allowed Content: Private, password-protected gallery access link (photos.sportsmedia.net), non-public individual lookup code, security notice. * Compliance Check: Perform least-privilege permission test; verify no athlete PII is exposed in open/searchable indexes. 4. Touchpoint 4: Package & Pricing Offer * Timing: 24 hours after gallery release ( $T+72h$ post-shoot). * Trigger Condition: Gallery link open or $T+72h$ timer elapsed. * Channel: Email. * Allowed Content: Presentation of approved baseline packages ($29, $49, $79 tiers), digital download options, print bundle offerings, and transparent tax/shipping terms. * Compliance Check: Confirm active pricing catalog matches approved baseline pricing structure; verify payment gateway encryption links. 5. Touchpoint 5: Order Deadline & Fulfillment Notice * Timing: 7 days post-shoot ( $T+7d$ ). * Trigger Condition: Unpurchased active gallery session. * Channel: Email / SMS. * Allowed Content: Notification of upcoming order deadline before gallery archival or batch print lab submission; reminder of fulfillment timelines and digital delivery speed. * Compliance Check: Suppress messaging automatically for parent contacts who have completed package purchases (order_id == PRESENT). 6. Touchpoint 6: Post-Season Survey & Seasonal Rollover Trigger * Timing: 14 days post-shoot ( $T+14d$ ). * Trigger Condition: Order completion or archive window close. * Channel: Email. * Allowed Content: Experience feedback survey link, support follow-up, and early pre-registration notice for upcoming sports seasons. * Seasonal Rollover Automation: Programmatically transition active job identifiers to next-season prep lists (e.g., rolling 2026_CO_LOVELAND_LYSA_SOCCER_20261012 over to 2027_CO_LOVELAND_LYSA_SOCCER_SPRING). Automated workflow prompts parents to re-confirm consent and pre-register preferences prior to roster rollover. * Compliance Check: Strip all minor data; survey collects non-identifiable feedback on photo quality, ordering experience, and upcoming season interest. #### 7. Analytics, Churn Metrics & Compensation Rules ##### 7.1 Core Operational Metrics & KPIs CRM and campaign efficacy are measured using seven key operational metrics: * Lead Conversion Rate (%): Percentage of verified municipal/league prospects converted to executed agreements (CONTRACT_STATUS == EXECUTED). * Player Coverage (%): Percentage of scheduled league athletes captured and matched to valid rosters. * 48h SLA Compliance (%): Percentage of shoot events fully ingested, tagged, QA-checked, and published within the 48-hour window. * Gallery Traffic: Total unique parent sessions recorded on photos.sportsmedia.net per event. * Checkout Conversion Rate (%): Percentage of unique gallery visitors who complete a package transaction. * Gross Margin (%): Net operational profitability following print lab, payment processing, and tax liabilities. * Support Ticket & Churn Rate (%): Percentage of parent orders resulting in customer support inquiries, refund requests, or gallery access escalations. ##### 7.2 Photographer Compensation Rules (50% Net Revenue) Under the Module 14 operating model, photographer compensation is governed strictly by the 50% Net Revenue Share model. * Governing Rule: Field Photographers earn 50% of Net Revenue generated from qualifying, attributable photo-package sales captured during their assigned events. * Superseded Policy Notice: Legacy draft materials or older training documentation referencing a 10% commission rate or alternative trainee stipends are fully superseded by this 50% Net Revenue policy for certified independent contractors. * Contractual Dependency: Exact compensation eligibility, payment schedules, and reserve holdbacks require a legally executed, photography-specific Independent Contractor Agreement (ICA) approved by Legal/HR. ##### 7.3 Net Revenue Calculation Breakdown "Net Revenue" represents the remaining funds after subtracting actual allowable operational costs from the gross purchase price. ###### Sample Financial Reconciliation Model (Baseline $79 Package) | Line Item Breakdown | Financial Amount | Percentage / Calculation Method | | ------ | ------ | ------ | | Gross Customer Package Purchase | $79.00 | Retail Checkout Total | | Assumed Sales Tax Collected & Remitted | -$5.00 | Direct Pass-Through Liability | | Assumed Merchant Payment Processing Fee | -$2.50 | Payment Gateway Processing Fee | | Assumed Print Lab / Production / Fulfillment | -$16.50 | Direct Production Expense | | Total Allowable Deductions | -$24.00 | Sum of Taxes, Processing, & Lab Costs | | Calculated Net Revenue | $55.00 | Gross Sale ( $79.00) Less Deductions ($ 24.00) | | Photographer Revenue Share (50%) | $27.50 | 0.50 × Net Revenue ($55.00) | | Sports Media Inc. Share (50%) | $27.50 | 0.50 × Net Revenue ($55.00) | OPERATIONAL NOTE ON DEDUCTIONS: The financial values presented in the table above are illustrative teaching examples for training purposes. Final allowable expense deductions, shipping costs, platform fees, discount allocations, chargeback reserves, and payment schedules must be formally established in the legally executed Independent Contractor Agreement (ICA) . No payout amounts may be guaranteed prior to final accounting settlement. #### 8. 48-Hour Upload SLA Management To fulfill operational standards, every shoot must move through a structured 48-hour execution timeline:  +-----------------------------------------------------------------------------------+ | 48-HOUR POST-SHOOT EXECUTION TIMELINE | +-----------------------------------------------------------------------------------+ | T+00h to T+12h --> Ingest, Dual Backup, & Card Checksum Reconciliation | | T+12h to T+24h --> Culling, Color/Exposure Edit, AI Background Processing | | T+24h to T+36h --> Upload to photos.sportsmedia.net & Manual Tag Verification | | T+36h to T+48h --> Gallery Permission Testing, Watermark Check, & Release | +-----------------------------------------------------------------------------------+  ##### Chronological Execution Sequence * T+00h to T+12h (Ingest, Backup, & Card Reconciliation): * Immediately post-shoot, field media cards are ingested to primary encrypted local storage. * Construct two independent secure backups (Primary Local + Protected Auxiliary). * Run file integrity checks against card counts. Original media cards must not be cleared until two verified copies exist. * T+12h to T+24h (Culling, Editing, & AI Background Processing): * Cull unusable/out-of-focus frames. Select 1 hero team frame and hero individual frames. * Perform global exposure, neutral white balance, and color corrections. * Execute background isolation/removal routines (e.g., Photoshop Select Subject) while preserving subject details (hair, ball edges, uniform digits). Preserve raw master edits. * T+24h to T+36h (Platform Upload & Manual Tag QA): * Upload derivative web assets to photos.sportsmedia.net using the strict directory path: League > Season > Sport > Division > Team > Athlete_ID. * Import authorized roster and map individual images. * Mandatory Biometric Governance Control: Conduct 100% human/manual verification of athlete tags. Operators must rigorously enforce the governing principle: "Facial recognition AI is a proposed platform assistant only and must never serve as the sole identification authority or operate without documented legal and parental permissions." * T+36h to T+48h (Permission QA, Watermarking, & Campaign Release): * Conduct least-privilege permission testing using a synthetic parent test account. * Verify full-frame protective watermarks and package offer pricing models ($29 / $49 / $79). * Obtain final digital sign-off from the Market Captain. * Release Touchpoint 3 gallery availability notifications to authorized parent emails/phones. * Delay & Exception Tracking: * Any delay exceeding T+48h, missing image file, improper tag, or permission anomaly must be logged immediately in the operational System Exception Register and escalated to the Digital Asset Operator Lead. #### 9. Exception and Escalation Matrix | Incident Type | Trigger / Failure Condition | Immediate Operational Action | Escalation Owner | Mandatory Resolution SLA | | ------ | ------ | ------ | ------ | ------ | | Unapproved Outreach | Automated campaign triggered without contract confirmation (CONTRACT_STATUS != EXECUTED). | Halt Campaign Immediately. Kill all outgoing mail/SMS queues; log system block. | Municipal Partnership Specialist / Legal | < 1 Hour | | Consent Revocation | Parent submits opt-out request post-campaign launch (OPT_OUT == TRUE). | Immediately flag contact record in CRM; purge parent email/phone from active drip sequence. | CRM Specialist / Customer Support | < 2 Hours | | Image Privacy Breach | Athlete misidentified or private image accessible in incorrect public/private gallery. | Unpublish Gallery. Lock down access permissions immediately; re-verify image tags against master roster. | Digital Asset & Gallery Operator | < 2 Hours | | SLA Breach | Photo ingest, tagging, or QA upload exceeds the 48-hour limit (> T+48h). | Submit delay entry in System Exception Register; notify Market Captain; issue status update to league liaison. | Digital Asset Operator / Market Captain | < 4 Hours | | Compensation Discrepancy | Photographer payout audit reveals order attribution error or split mismatch. | Freeze disputed payment payout statement; re-index order log against photographer event_id. | Commerce Specialist / Finance | < 2 Hours | #### 10. Quality Gates & Pass/Fail Criteria To earn certification in Module 14 and receive authorization to launch live CRM campaigns, trainees must achieve a passing mark across all five Quality Control Gates detailed below: | QC Gate Component | Mandatory Pass / Fail Threshold | Operational Assessment Method | | ------ | ------ | ------ | | 1. Contract & Consent Gate | PASS: 100% Verification
FAIL: < 100% Threshold | Automated system audit confirming CONTRACT_STATUS == EXECUTED and zero unconsented contacts in active drip lists. | | 2. Tagging Integrity Gate | PASS: Zero (0) Misidentified Athletes
FAIL: ≥ 1 Tagging Error | Manual audit of 100% of staged athlete images against official roster identification slips. | | 3. SLA Execution Gate | PASS: Complete Upload ≤ 48 Hours
FAIL: > 48 Hours Elapsed | Automated timestamp validation tracking elapsed time from shoot end to gallery publication. | | 4. Knowledge Assessment Gate | PASS: Quiz Score ≥ 85%
FAIL: Quiz Score < 85% | Written examination covering CRM controls, safeguarding policies, and campaign drip logic. | | 5. Financial Reconciliation Gate | PASS: 100% Mathematical Precision
FAIL: Any Accounting Discrepancy | End-to-end sandbox audit verifying order attribution matching the 50% Net Revenue split formula. | #### 11. Applied Exercise: Module 14 CRM Drip & Revenue Audit ##### Exercise Objective Demonstrate practical mastery of CRM authorization controls, parent communication scheduling, data hygiene reconciliation, and Net Revenue compensation accounting. ##### Scenario Setup * Target Organization: Loveland Youth Soccer Association (org_id: ORG-101). * Target Athlete: ATH-001 (Under-10 Soccer Division). * Shoot Date: October 12, 2026 (2026_CO_LOVELAND_LYSA_SOCCER_20261012). * Contract Status: Executed contract verified on file (CONTRACT_STATUS == EXECUTED). ##### Trainee Tasks ###### Task 1: Pre-Outreach Audit Inspect the staging dataset for ORG-101. Verify that CONTRACT_STATUS == EXECUTED is active. Identify a contact record where consent is flagged as PENDING and write the exact CRM control command to suppress campaign drip activation for that contact. ###### Task 2: Campaign Execution & Data Hygiene Construct the 6-touch parent drip sequence schedule for ORG-101 assuming a shoot date of $T = \text{October 12, 2026}$ . Map all database fields according to the standard schema (market_id, org_id, event_id, athlete_id, gallery_id, consent_status). Resolve a simulated duplicate record conflict where a parent email exists twice with differing phone numbers. ###### Task 3: Revenue Calculation Drill Process the following mock order batch attributable to Field Photographer PHOTOG-88: * Order A: 1x Baseline Package ($29.00 Gross) * Order B: 1x Mid-Tier Package ($49.00 Gross) * Order C: 1x Deluxe Package ($79.00 Gross) Standard Deductions Per Package (Fixed for Exercise): * Sales Tax: 6% of Gross Sale * Payment Processing Fee: $2.50 flat per order * Print Lab / Fulfillment Cost: $8.00 (Package A), $12.00 (Package B), $16.50 (Package C) ##### Grader's Solution Key & Mathematical Benchmark ###### Task 3 Step-by-Step Solution Breakdown 1. Order A ($29.00 Gross Baseline Package): * Gross Revenue: $29.00 * Sales Tax (6%): $29.00 × 0.06 = $ 1.74 * Merchant Processing Fee: $2.50 * Print Lab / Fulfillment Cost: $8.00 * Total Deductions: $1.74 + $2.50 + $8.00 = $ 12.24 * Net Revenue: $29.00 - $12.24 = $ 16.76 * Photographer Share (50%): $16.76 × 0.50 = $ 8.38 * Sports Media Share (50%): $16.76 × 0.50 = $ 8.38 2. Order B ($49.00 Gross Mid-Tier Package): * Gross Revenue: $49.00 * Sales Tax (6%): $49.00 × 0.06 = $ 2.94 * Merchant Processing Fee: $2.50 * Print Lab / Fulfillment Cost: $12.00 * Total Deductions: $2.94 + $2.50 + $12.00 = $ 17.44 * Net Revenue: $49.00 - $17.44 = $ 31.56 * Photographer Share (50%): $31.56 × 0.50 = $ 15.78 * Sports Media Share (50%): $31.56 × 0.50 = $ 15.78 3. Order C ($79.00 Gross Deluxe Package): * Gross Revenue: $79.00 * Sales Tax (6%): $79.00 × 0.06 = $ 4.74 * Merchant Processing Fee: $2.50 * Print Lab / Fulfillment Cost: $16.50 * Total Deductions: $4.74 + $2.50 + $16.50 = $ 23.74 * Net Revenue: $79.00 - $23.74 = $ 55.26 * Photographer Share (50%): $55.26 × 0.50 = $ 27.63 * Sports Media Share (50%): $55.26 × 0.50 = $ 27.63 4. Batch Summary & Consolidated Totals: * Total Gross Revenue: $29.00 + $49.00 + $79.00 = $ 157.00 * Total Allowable Deductions: $12.24 + $17.44 + $23.74 = $ 53.42 * Total Net Revenue: $157.00 - $53.42 = $ 103.58 * Total Photographer Payout (50%): $8.38 + $15.78 + $27.63 = $ 51.79 * Total Sports Media Inc. Share (50%): $8.38 + $15.78 + $27.63 = $ 51.79 ##### Exercise Grading Rubric | Assessment Criteria | Score: 0 (Unsatisfactory) | Score: 1 (Needs Improvement) | Score: 2 (Proficient / Pass) | | ------ | ------ | ------ | ------ | | Pre-Outreach Compliance | Fails to verify contract status; allows unconsented outreach. | Identifies contract but fails to isolate pending consent flags. | Validates executed contract; correctly enforces opt-out/suppression logic. | | Data Hygiene & Mapping | Incorrect Job ID format; fails field mapping schema. | Naming convention correct; minor errors in duplicate resolution. | 100% precise Job ID naming (YEAR_STATE_...), schema mapping, and deduplication. | | Financial Accounting Precision | Mathematical errors in net calculation; applies gross % instead of net. | Net revenue logic understood, but minor arithmetic calculation error. | 100% mathematical precision across gross, deductions, net revenue, and 50% split matching Grader Key. | | SLA & Escalation Logic | Recommends manual biometrics or violates 48-hour timeline logic. | Complies with SLA timeframes; misidentifies escalation owner. | Correctly applies 48h timeline, manual tag verification, and escalation pathways. | #### 12. Printable One-Page Campaign Field Checklist  ==================================================================================== SPORTS MEDIA INC. — CRM & CAMPAIGN FIELD CHECKLIST ==================================================================================== PHASE 1: PRE-LAUNCH & VERIFICATION (Contract, Consent, Roster) [ ] Verify executed contract on file (CONTRACT_STATUS == EXECUTED) for Org ID. [ ] Verify written parent/guardian consent roster (CONSENT_STATUS == VERIFIED). [ ] Isolate and apply OPT_OUT suppression flags to active CRM campaign queue. [ ] Confirm strict use of synthetic/non-public IDs (e.g., ATH-001, ORG-101). PHASE 2: CRM SETUP & FIELD MAPPING (Identifiers, Segmentation) [ ] Establish standardized Job ID: YEAR_STATE_CITY_LEAGUE_SPORT_DATE. [ ] Complete minimum field mapping schema (market_id, org_id, event_id, athlete_id). [ ] Run deduplication script matching parent email/phone; merge duplicate profiles. [ ] Configure co-branded league distribution headers to protect deliverability. [ ] Ensure parental contact details are segregated from public EXIF metadata/filenames. PHASE 3: SHOOT & SLA EXECUTION (48h Clock, Ingest, Tag QA) [ ] T+0h to T+12h: Complete ingest and establish 2 verified independent backups. [ ] T+12h to T+24h: Complete culling, color/exposure edits, and safe background edits. [ ] T+24h to T+36h: Upload assets to photos.sportsmedia.net folder structure. [ ] T+24h to T+36h: Perform 100% HUMAN/MANUAL athlete tag verification against roster. [ ] Confirm facial recognition AI operated solely as an assistant, not final authority. PHASE 4: GALLERY RELEASE & DRIP ACTIVATION (Access, Pricing, Notifications) [ ] T+36h to T+48h: Perform gallery least-privilege permission test using test account. [ ] T+36h to T+48h: Verify protective watermarks and baseline package pricing ($29/$49/$79). [ ] T+36h to T+48h: Obtain Market Captain digital QA sign-off. [ ] Activate Touchpoint 3 (Gallery Release) campaign drip to verified parent contacts. PHASE 5: FINANCIAL RECONCILIATION & ANALYTICS AUDIT (Net Revenue, Support Logs) [ ] Track campaign performance metrics (traffic, conversion rate, support tickets). [ ] Audit package sales attribution back to photographer event_id. [ ] Calculate 50% Net Revenue payout split following ICA allowable deduction rules. [ ] Configure Touchpoint 6 seasonal rollover triggers for pre-registration. [ ] Log operational exceptions, missing tags, or support escalations in System Register. ==================================================================================== OPERATOR SIGN-OFF: _______________________ DATE: ______________ PASS / FAIL: ____ 

