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Submit advert 

Prospect 

Advert Ready 

Sent for 
confirmation 

This will update mainsheet and then 

individual sheet of all marketeers 

When state is prospect we need to 

create advert. Irantha will 

responsible for this. Maximum 

allowed time for this is 48 hours 

When advert created, its state will 

be changed to “Advert Ready”. 

Now Marketeer must send it 

immediately to the client. Status will 

be changed to “Sent for 

confirmation” 

All required advert 

details available in 

main sheet. 

Marketeer will be use 

preferred media to 

share with Client. 

Created advert will be stored 

in Google drive along with 

photoshop files. File will be 

shared with Marketeer via 

SLACK 
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Waiting for 
payment 

Payment Received 

Published 

Reviewed 

Marketeer will inform client about 

payment details and update status 

to “Waiting for payment”. Once 

received the payment, Accountant 

Dhanushka will update the status to 

payment received 

Tharanga will start 

to create 

Instagram, Twitter 

and Facebook 

posts. 

Client thanking email and 

WhatsApp message including 

prepared advertisement and 

publishing schedules will be sent by 

Asela. 

Dhanushka will 

updates accounts 

and marketeer 

payment plans 

Irantha will update website while 

preparing next email campaign. 

Tharanga will update all social media. 

At the middle of the process (two weeks 

after publish) an internal audit will be 

conducted to identify the progress of the 

advert. Asela responsible for this and this 

covers every aspect of the advert 

After the review we can identify 

successfulness of the advert. We can 

make decision to improve social 

media engagement and/or promo 

code generation in favor of the 

client. Status will be changed to 

Reviewed 

After 4 weeks we will sent out 

client report including our 

feedback and visitor ideas 


