
Promotional SWAG process

Talk with Melissa about needed items 
Talk with Andrea about funding and finance 

Planning

1

Purchase Order

2
Vendor & Quote

Submit to Vendor

Artwork

Final Proof & Printing

3

4

5

6

Purchase Requisition

7

8

Licensing Approval

Melissa finds a vendor and gets a quote 
Quote received, Melissa to make sure the
quote is approved with the faculty member
and Andrea

Melissa works with Andrea to create the
purchase requisition 

Artwork is created
Melissa can provide guidance 

Melissa reviews it (if she didn’t create it) 
If Melissa creates it, faculty will review the
artwork 

Melissa notifies Andrea that artwork is
approved
Andrea submits purchase requisition for
purchase order approval

Melissa sends PO number + artwork to
vendor 

Vendor submits artwork to VT licensing/
branding 

If not approved → revise artwork 
If approved → continue 

Vendor sends manufacturing proof 
Melissa approves proof 
Printing begins Depending on the item in question, Melissa

will loop Karl in as needed.
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