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How to put your client approvalsinorder

Five steps, achecklist and five templatesto copy. Works with any tool, including
email and chat. Youdon't need PortaliaFlow to apply it.

THE FIVE STEPS

01 Agree therulesbefore the first piece

02 Askforapprovalinawaythat canbe given
03 Whenthey ask for changes

04 Whentheydon'treply

05 Keep arecord of every approval

01
Agree therules before the first piece

Most approval problems don't start inthe piece: they startinwhat was never said. Witheach
client, inwriting and before you start:

O One personapproves, by name. And astand-inforwhenthey're away.

O Aresponse deadline counted fromwhentheyreceive the piece,inworking days, and what
happensif it passeswithnoreply: it countsasapproved, orpublicationispostponed. Pick
one and write itdown.

O How many rounds of changeseachpiece includesand what countsasaround: one list of
changessentinone go.

One channelforapprovals. Anything that arrives elsewhere getscopiedto the official
channelbefore anyone actsonit.

O

O What canchange afterapproval(atypo, yes) and what can't (the concept orthe message).



TEMPLATE - PARAGRAPH FORTHE PROPOSAL ORCONTRACT

Approvals. [Name] approves each piece on behalf of [client];in their absence, [stand-in]. Each

pieceis sent witharesponsedeadline of [nJworkingdays. If thereis no reply by then, publicationis
postponeduntilwereceiveit.

Eachpieceincludes[n]rounds of changes. Aroundisonelist of changes sentinonego through

theagreed channel([channel]). Changes of concept after approval aretreated asanew piece.

02

Ask for approvalinawaythat canbe given

“Looks OK?” ina voice note is not anapproval request. Arequest carries everything the
personneeds to decide without asking:

OO0 000

One piece perrequest. “Here are the twelve forthismonth” guaranteesone getsno answer.
What it is, whichchannelit'sforand whenit goesout.

Whichversionitisand what changed fromthe previousone. Numberyourversionsand never
overwrite files.

The response deadline, the one fromthe agreement.

Two possible answers: “Approved” or “Changes” withthe list. Askfortheminthose words.

TEMPLATE - APPROVAL REQUEST MESSAGE
Subject: Forapproval - [piece] - [channel] - goes out on[date]

Hi[name]. Hereis [piece] for [channel], scheduledfor [publication date]. Thisis version [n];
comparedwith the previous oneg, [what]has changed.

Weneedyouranswer by [deadline]: “Approved” or “Changes” with thelist. If wedon't haveit that
day, publicationis postponed.

[link orattachment]

03

When they ask forchanges

Endless changes are rarely the client's fault: they come from changes that arrive loose, half -
finished and unconfirmed.



Askfortheminwriting andtogether,inone list. Three messagesand avoice note are notone
round: they're three.

Before touching anything, send the list backnumbered asyouunderstooditand askfora
‘yes”. lt'sone message andit savesaround.

Numberthe roundsonthe piece itself (v2-round 2 of 2) so everyone cansee whichoneit'sin.

Separate correctionsfromchangesof concept. Atypo getsfixed; “let'stryanotherangle”
goesbackto the brief and countsseparately.

Whenapiece reachesthe lastroundincluded, say so before startingit, not after.

O 00 O O

TEMPLATE - REPLYTO ACHANGE REQUEST
Thanks, [name]. Here'swhat lunderstood, inorder:
1.[change]- 2. [change] - 3. [change]

If that'sright, reply “yes” andyou'llhaveit on[date]. Thisisround[n]of the [n]includedinthe piece.

04

When theydon'treply

Chasingisn't about insisting harder: it's about having decided in advance when to remind, who
to escalate to and what happens if there's stillno answer.

O Three reminders, not ten: the next day, afterthree daysand afteraweek. Alwayswiththe
publicationdate infront.

Eachremindersayswhat happenswithout areply: “if we don'thave itby Thursday,itwon'tgo
outonMonday”. No blame.

Whentheyrunout, escalate: the account managercallsorwritestowhoeverhiredyou. Nota
fourthmessage.

Applywhatwasagreedinstep 1. If it sayspublicationispostponed,it'spostponed, and you
say so.

O O O O

Note who tookhow long. A client who isalwayslate isn'tareminderproblem:it'san
agreement problem.

TEMPLATE - REMINDER

Hi[name]. [Piece]is still pending ([channel], goes out on [date]). We need your “Approved” oryour
“Changes” by [deadline]; otherwise publication moves to [new date]. It's here: [link].




05
Keep arecord of every approval

What isn't written downwasn't approved. And what isn't measured can't be fixed.

O Foreachpiece: who approved, when, whichversionand throughwhichchannel. One lineina
table isenough.

Keep the approvalmessage asitis(copy orscreenshot) next to the finalversion.

If they asked forchanges, keep the listand the roundit arrivedin.

000

Once amonth, look at three things: whichclientstake longesttoreply, whichpieceswent
past the roundsincluded and how many were postponed. That'swhere the fixis: the brief,
the agreement orthe personwho approves.

TEMPLATE - RECORD TABLE (COLUMNS)

Client - Piece- Channel - Version - Sent on - Deadline - Answer (Approved /Changes) - Who - Date
Round- Publishedon

What you can do this week, without changing tools

D Write the approvals paragraphand sendit to the three clientswiththe most back-and-
forth.

Use the request template onthe next piece yousend.
Sendthe numbered list back before making the next changes.

Opentherecordtable andfillitinwiththismonth'spieces.
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YOU MAY ALSO FIND USEFUL

What toputinabrief sothepiececomesoutright first time Thefive questions every brief
hasto answerbeforeproduction, withtemplatesto copy.

Howto tellaclientis cooling off beforetheyleave Thefoursignalsthat aclientiscooling off,
how to measurethem by hand every monthandwhat to do about eachone.

Howto knowwhat youowe eachfreelancerat month end Fivestepsso that paying
freelancers doesn't dependonaspreadsheet: rateinwriting, cost bornwith the piece, what
countsascompleted, expensesandmonthend.

Howto showyourclient what youdo forthem every month Five steps so yourclient knows
whatyoudo forthemwithout atwenty-pagereport: what to tell, let them seeit, what's pending
ontheirside, afixedrhythm and the twenty-minute meeting.

Andthetwenty-fivetemplatesfrom the five guides, together: Allthe templates onone page
(portaliaflow.com/en/templates)

portaliaflow.com/en/brief-guide - portaliaflow.com/en/client-health-guide -
portaliaflow.com/en/freelancer-payments-guide -portaliaflow.com/en/client-updates-guide


http://127.0.0.1:3170/en/templates
http://127.0.0.1:3170/en/templates

If you'd ratherit just happened

Everything above canbe done withemailand aspreadsheet. PortaliaFlow doesit for
you,inaportalwithyourbrand:

Eachpiece goesoutwithadeadline and the clientanswersonthe piece itself:
‘Approved” or“Changes”. Asking forchangesrequiresanote.

Three automatic reminders(next day, afterthree daysand afteraweek, configurable)
and escalationto the account managerandtoyou.

Everydeliveryisaversionand everyround of correctionsisnumbered.
Who approved, whichversionand whenisrecorded, withno separate table.

Emails go out withyouragency'ssender, fromyourdomain.

And so yourclientknowswhat to expect: What your client will see, from the first
email to the approved piece (portaliaflow.com/en/what-your-client-sees)

And onthat same page, to play the client withasample piece and made-up data: Try it:

this is how your client approves (portaliaflow.com/en/what-your-client-
sees#prueba)

Andwhatitdoesn'tdo: itdoesn't publishto socialmedia, doesn'tinvoice and doesn't
replace the agreement withyourclient.

APortaliaFlow guide, client portalforagencies - portaliaflow.com/en/approvals-guide - Feel free to share it
withyourteamand yourclients.
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