Content Workflow Process Outline
A.T.M- Authorized Team Member who makes decisions on content strategy and approvals

· Content is created
· Raw content is entered into the server
· FNC Key made available
· A.T.M. fills out a strategy template which answers all necessary questions to establish the plan for the content
· Strategy template made available
· The strategy template then triggers actions from the necessary team members
· Team members finish tasks in the order that the template calls for
· After task is done the team member either sends for approval or renders the task complete
· Micro Approval Template made available for these options
· This is one on one with team member and A.T.M. to revise the task until it is complete
· Once approved, the content moves to the next assigned task in the workflow
· Need variation in flow design for tasks that can be done simultaneously by different team members, as well as tasks that require collaboration of team members
· Once the processing phase of the workflow is complete, Traciana, or A.T.M., will fill out the Macro Approval Template
· Macro Approval template made available
· This is an overall approval phase and will be used after all previous tasks have been completed
· If not approved this will send it back to the appropriate place in the workflow
· Goal is to keep MicApp limited
· Once the content has final approval, A.T.M. fills out Publishing Workflow Template and properly archives the content
· Publishing Workflow Template made available
Publishing Workflow


Workflow Assets List

1. F.N.C. Key- Document for naming files
2. **Strategy Template**- Checklist that gives all of the information needed and begins the process of assigning tasks
3. Micro Approval Template- Checklist that either approves an individual piece of content or requests a revision
4. Macro Approval Template- Checklist that either approves the entire finished product or requests a revision
5. Publishing Workflow Template- Checklist that gives all of the information needed for releasing the content. This triggers the Publishing Workflow



STRATEGY TEMPLATE ELEMENTS

1. Choice of what content will be
2. Instructions that can be in checklist form such as length
3. Field for special instructions that are custom for specific piece of content
4. Style guide attached for content
5. Team members assigned to pre determined tasks
6. Links to all raw content
7. Links to all pre-existing elements (drops etc.)
8. Field for post production ideas and comments



























STANDARDIZE ELEMENTS AND CONTENT FOR EACH MAIN CONTENT 

PODCASTS
· Assigned editorial calendar
· Podcast Audio Format
· Podcast Video/Gif
· NOTE if it is a Tea With Traciana – we create an English Version and a French version 
· Title
· Suggest rituals /products
· 4 memes and social media write ups
· Transcript
· A complimentary blog
· Gets a blurb for the newsletter VLN
· It gets a blurb and a selected excerpt to be featured in
· Tea A With Traciana
· A Happiness 360 Talk Web Series
· Gets retagged to be added as a case study to a course/book
· Gets added to the Guest Feature Profile
· Gets linked to a ritual and/or store 
· IF it is powered by a media partner
· A complimentary blog for Culturs site
· A blurb for the Culturs Magazine
· Gets a blurb for the newsletter VLN
· A Happiness 360 Talk Web Series
· Memes



HAPPINESS 360 REFLECTIONS (blogs by TG) Available in:
Quick Sip
Medium Pour

· Assigned editorial calendar
· Needs assigned stock photos

· Tags
· Suggest rituals/products
· Title
· 4 memes and social media write ups
· The introduction– gets repurposed for a Happiness mircoblog
· Gets a blurb for the newsletter VLN
· It gets a blurb and a selected excerpt to be featured in
· Tea A With Traciana
· A Happiness 360 Talk Web Series
· Gets retagged to be added as a case study to a course/book
· Gets an affirmation, a journal prompt, and a micro step– which is then added to the Happiness 360 talk
· Gets added to the Guest Feature Profile–if this blog mentions guests
· Gets linked to a ritual and/or store 
· IF it is powered by a media partner
· A complimentary blog for Culturs site
· A blurb for the Culturs Magazine
· Gets a blurb for the newsletter VLN
· A Happiness 360 Talk Web Series
· Memes



HAPPINESS 360 TALKS- Webseries. Available in
Quick Sip
Medium Pour
· Assigned editorial calendar
· Needs assigned stock photos
· Theme
· Graphic thumbnail
· Transcript
· Title 
· Description
· Is assigned to an existing blog that may be updated
· We write out lower thirds for David
· We write the introductions
·  to the content that is being featured/repurposed for this show
· One Sound Meditation
· One sound on featured song
· A featured Nourish interview
· Curate the new panels, interviews and/or artist photos/performances needed
· The introduction– gets repurposed for a Happiness mircoblog
· map out 
· Featured pre-recorded segments
· Assigned journal prompts, affirmation, micro step
· What new 
· 

· Tags
· Suggest rituals/products
· Title
· memes and social media write ups
· Gets a blurb for the newsletter VLN
· It gets a blurb and a selected excerpt to be featured in
· Tea A With Traciana
· Gets retagged to be added as a case study to a course/book
· Gets added to the Guest Feature Profile–if this blog mentions guests
· Gets linked to a ritual and/or store 
· IF it is powered by a media partner
· A complimentary blog for Culturs site
· A blurb for the Culturs Magazine
· Gets a blurb for the newsletter VLN
· A Happiness 360 Talk Web Series
· Memes








SSB QUICK SIP
Quick Sip
	-just social media meme with a call to action
Medium Pour
· Features an anthology of  SSB quick sip that have gotten engagement
· Gets the following
· micro success step
· Journal prompt
· Affirmation
· Meditation
· One Sound On With TG
· One Sound On Meditation or One Sound On Global
· Tea Note Blog introduction and conclusion
·  that are repurposed for  that is repurposed for 	
· Tea With Traciana
· Happiness 360 Talks
· Happiness 360 reflection
· Rituals
· An appropriate Fearless Experience

· Assigned editorial calendar
· Needs assigned stock photos and memes
· Eventually can get Fearless Listening Audio Short

· Tags
· Suggest rituals/products
· Suggested other blogs and podcasts
· Title
· memes and social media write ups
· Gets a blurb for the newsletter VLN

· Gets retagged to be added as a case study to a course/book
· Gets added to the Guest Feature Profile–if this blog mentions guests
· Gets linked to a ritual and/or store 
· IF it is powered by a media partner
· A complimentary blog for Culturs site
· A blurb for the Culturs Magazine
· Gets a blurb for the newsletter VLN
· A Happiness 360 Talk Web Series
· Memes





RITUALS

· A download
· Social media and meme
· Suggested blogs and content]
· Upsell to a larger course upon completion of 
· An assigned product
· Title and Tags
· Getts the following
· micro success step
· Journal prompt
· Affirmation
· Meditation
· One Sound On With TG
· One Sound On Meditation or One Sound On Global
· Tea Note Blog introduction and conclusion
·  that are repurposed for  that is repurposed for 	
· Tea With Traciana
· Happiness 360 Talks
· Happiness 360 reflection
· Rituals
· An appropriate Fearless Experience

· Assigned editorial calendar


· Gets a blurb for the newsletter VLN

· Gets retagged to be added as a case study to a course/book
· Gets added to the Guest Feature Profile–if this blog mentions guests
· Gets linked to a ritual and/or store 


STORE MERCHANDISE
Title
Tag
Stock photos
Variations /different tiers for the product with different rituals
Short write up
Longer write up
Reviews 
· Assigned editorial calendar


· Gets a blurb for the newsletter VLN
·  Commercials

· Gets retagged to be added as a case study to a course/book
· Gets added to the Guest Feature Profile–if this blog mentions guests
· Gets linked to a ritual and/or store 




COURSES/TRAINING
· Mentions links to multi-media that is appropriate 

BOOK
· Blank pages that can be filled out during in person and virtual trainings/retreats/townhalls
· Case studies from user generated content and/or interviews

COMMERCIALS




XXXXXXX



FEARLESS LISTENING SERIES



FEARLESS LISTENING EXPERIENCES




SSB MEDIUM & LONG POUR


VIDEOS

NOURISH

SALES FUNNEL CONTENT
· Webinar
· Download 
· quiz



