Your Name: 
Your Code: 
Date: 
MASTER APPROVAL FORM11
DIRECTIONS:  List all of the production that you would like approved.  Before submitting this form, make sure the production is in the correct place and labeled properly in the Master Approve Folder on the server.  Also make sure you keep a backup of your production in your own folder on the radio server and on your USB drive.  Submit this form by saving it into the “IN-Basket” on the server.  Approved Production will be placed into the rotation and stored in a special production folder, and it will be deleted from the Master Approve Folder.  Production that is NOT approved will be deleted from the Master Approve Folder, so you will have to revise your own copy of it and then resubmit it with a new Master Approval Form.  Keep checking the “OUT-Basket” on the server.  This form will be returned to you in the OUT basket with approval status and feedback.  Read the feedback, delete the form and make any necessary revisions to productions that were not approved.  Then submit the production again, with a new form.
PRODUCTION TO BE APPROVED:


1.  File Name of Production:

                 Type of Production:

                 Your Comments (if needed):
                                       Managerial Decision:          ___Approved             ___NOT Approved

                                       Managerial Feedback:


2.  File Name of Production:

                 Type of Production:

                 Your Comments (if needed):
                                       Managerial Decision:          ___Approved             ___NOT Approved

                                       Managerial Feedback:


3.  File Name of Production:

                 Type of Production:

                 Your Comments (if needed):
                                       Managerial Decision:          ___Approved             ___NOT Approved

                                       Managerial Feedback:

