
Client Submits
“Marketing Request Form”

Marcomm Meets Internally 
to Review Projects and 

Assign Team Duties

The Marketing Request Form is found on Maysnet:
mays.tamu.edu/maysnet/requesting-our-support

Fill out the form as completely as possible; lack of 
information could delay your project.

Attach any files or examples pertaining to 
your project.

Your request will be assigned a number and 
placed in our job queue.

You will recieve a confirmation email and 
notification that someone on our team will 
respond to you within 5–7 business days.

Marcom meets weekly to discuss requests.

Marcom assigns project priority based on 
1) alignment with Mays’ strategic plan and 
2) current workload of the Marcom team.

Marcom will assign your job to someone on the 
team who will act as your “client relations lead.” 
Your client relations lead will be your point-of-con-
tact and will guide you through the project process 
from conceptualization to completion. Other team 
members will also work on your project to develop 
strategies, manage the project deadlines and 
produce creative and digital outputs. 

A Step-by-Step Guide to the Marcom-Client Job Process
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Project Gets Entered 
in Basecamp

Marcomm and Client(s) 
Collaborate

Your project will be housed online in Basecamp, 
a web-based project management tool used by 
the Marcom team. You don’t need to set up 
an account in Basecamp or know how to use 
it; your client relations lead will email you from 
Basecamp, while it seamlessly syncs with your 
email in Outlook. You’ll reply from Outlook 
as normal. 

Your client relations lead will contact you via a 
Basecamp email to start the process.

Your client relations lead will ask for any missing 
information. Your response time or failure to respond 
could impact your project’s final deadline. 

Your client relations lead might set up a meeting or meetings 
to discuss the project with you further and/or to gather more 
materials and resources, depending on the scope of the 
project; other team members might be present to offer 
expertise and input about your project. Texas A&M approved 
vendors might be consulted to work on your project (e.g. 
photographers, graphic designers, copywriters, etc.) at the cost 
of your department, program or center.

A scope and timeline will be established, along with deadlines 
for the various pieces of your project.

If you need to contact your client relations lead, send 
them an email or request a meeting time with a calendar 
invite through Outlook.
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Production Begins

Client Feedback

You’ll submit ALL final materials to Marcom to 
begin production (e.g. copy, photos, video, etc.). 

The Marcomm team and/or Texas A&M 
approved vendors will begin working on 
your project once all materials and 
resources are in hand.

*Failure to meet deadlines or deliver all materials 
will impact your project timeline and final 
delivery of your project. A period or periods of 
inactivity on your part could move your project 
into a hold status. Marcom has the authority to 
place projects on hold and only reopen them 
when you submit a new marketing request form 
to reopen the job. 

Throughout the project, you’ll receive
plans, proofs and budget information for
your project. Your client relations lead will 
give you a set amount of time to respond 
with feedback. Neglecting to respond in the 
allotted timeframe or making major revisions or 
alterations will affect the timeline of your project, 
which could result in late delivery of your final 
project.

Note: The Marcom team has final authority 
to approve or reject any Mays branded 
communications, including copy, photos, 
design, etc.
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Processing

Delivery and Completion

Once you have signed off on all plans, 
proofs and budgetary agreements, your job 
will be processed for completion.

(For instance, collateral pieces may go to print at a 
printing vendor or advertising campaigns may be 
sent to vendors before flight.) 

Your client relations lead will send you all
final deliverables. Invoices from vendors
will follow. It’s your department’s responsibility 
to process all invoices related to the project.

Your client relations lead will close out the job 
and archive your project in Basecamp. You’ll 
receive an email stating the job has been closed. 
If you feel the job has been closed in error, you 
can contact your client relations lead.
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