
UKRI comms asset commissioning workflow 
 

Request for a 
piece of comms 
comes in from 
the business 
EMAIL 

Critical analysis 
done by Comms 
e.g. what is the 
objective and 
target audience 
of this request? 
EMAIL 

Comms outputs 
agreed between 
the comms person 
and programme 
person  
EMAIL /CREATE 
JOB in PLANNING 
TOOL (PT) 

Fill out a 
content brief 
e.g for photos, 
video, report, 
social media 
assets 
Upload as 
Word Doc into 
PT 

Send out to 3x agencies to quote 
and provide creative proposal  
OR IF already have supplier 
engaged, request quote and 
creative proposal from 1x agency 
EMAIL with notes in PT   

Pick winning quote & 
proposal OR agree final 
creative proposal 
EMAIL/Upload creative 
proposal  into PT and add 
notes to job 

Raise PO (if x3 quote 
route) 
ORACLE with note in PT  

Commission asset 
EMAIL with notes 
in PT 

Receive 1st draft 
Digital Asset 
Management 
[Asset Bank] with 
note in PT   

Share with 
stakeholders 
to suggest 
edits 
DAM 

Share 
edits with 
supplier 
DAM  

Receive 2nd 
draft 
DAM with 
notes in PT  

Share with 
stakeholders 
to suggest 
edits 
DAM 
  

Share 
edits with 
supplier 
DAM  

Receive 
final 
version 
DAM with 
notes in PT  

Share with 
stakeholders 
for final 
approval 
DAM  

Final approval 
& publish to 
asset library  
DAM with 
notes in 
PLANNING 
TOOL 

Publish on 
social 
media or 
website 

Pay supplier 
ORACLE with 
notes in PT 


