
Capturing the Moment
CREATIVE FIELD GUIDE

ONE REQUEST. ONE PLACE. NOTHING LOST.

LEADERSHIP ASKS.
THE TEAM DELIVERS.
A specific shot, a need-by date, and one shared place the whole team can see it
— no request lost in a text thread.

WITHOUT MEDIA REQUESTS

A specific shot gets requested in a text

thread, an email, or a hallway conversation
— and it’s easy to lose track of who’s

covering it, or whether it ever got captured
at all.

WITH CAPTURING THE MOMENT

Submit a request with a need-by date. The

whole team can see it, upload what they’ve
got, and mark it fulfilled — with the exact

photo linked back to prove it.

MEDIA REQUEST

Choir robes — close-up
Need by Sept 6

Status Fulfilled

HOW IT WORKS

01

Anyone can ask
A specific shot, a need-by date,
and a note on what it’s for — no
special permission needed to
create one.

02

The team sees it
It shows up for everyone, not
just the person who asked —
whoever’s free can pick it up.

03

Fulfilled, with proof
Mark it Fulfilled and link the
photo that did it — a clear
record, no guessing whether it
got done.

Nothing falls
through the cracks.
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