
Spring Preparation Checklist

M U S T - H AV E  F O R  S C H O O L  P H O T O G R A P H E R S

Preparation and Sales Period

 □ Schedule all spring photo shoots

 □ Get in touch with schools to go over last picture 
day to see what worked and improve what didn’t 

 □ Use connections to email/call administrators (don’t 
forget about PTO/PTA/HSA members!)

 □ Hand out an easy-to-follow brochure that breaks 
down your process and shows unique samples

 □ Create a unique video that shows the professio-
nalism of your company and the proper steps you 
take to secure a safe photo day moving forward. It’s 
also helpful to take behind-the-scenes pictures and 
videos to use later for marketing purposes!

Scheduling Staff
This step is one of the most important to check off in your  
spring planning process!

 □ Plan out and assign photographers to each job 

 □ Hold a meeting with all photographers before the 
season to discuss improvements, workflow imple-
mentation, and any other adjustments to be made 
at the photo shoots

 □ Create a schedule for yourself and to give to all of 
your photographers so everyone knows what to 
expect during this period

 □ Have a back-up photographer or plan ready in the 
case someone drops out of a photo shoot

Order Supplies, Backgrounds, and New Equipment 

 □ Take stock of your current gear and equipment - is 
there anything that needs replacing or updating?

 □ Order spring-specific backgrounds if needed

 □ Make sure you have enough of all your basic office 
supplies and everyday necessities 

 □ If you distribute complimentary gifts for adminis-
trators, make certain that you have these items 
picked out and ordered 

Plan Ahead for Spring 

 □ Reach out to potential schools for the upcoming 
spring season - it’s not too early!

 □ Update your portfolio and acquisition material 

 □ Take a look at last year’s numbers and statistics to 
see if there are any areas you can improve in
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Interested in learning more about how you can increase your school 
photography sales with less effort and less stress this spring? 

Contact us and one of our team members will discuss how GotPhoto 
can benefit your business in a free consultation chat! 

Scan with your 

phone camera to 

book your free 
demo

https://www.gotphoto.com/demo/?utm_source=dc_flyer&utm_medium=dc&utm_campaign=US-FB-PRO-LE-SCH-00%20|%20SpringChecklist&utm_content=ALL-DM-NA


Spring Photo Shoots

 □ Develop a picture day checklist for yourself and for 
all your photographers - consistency is key!

 □ Get plenty of sleep, eat well, and stay active to keep 
your energy levels high during this busy time

 □ Don’t forget to smile! 

Stay On Top of Admin Tasks 

 □ Create an operations checklist for each job

 □ Communicate expected delivery dates to schools. 
Note: Average turnaround time is 3-4 weeks for 
distribution of photos 

 □ Be sure you have your preferred sales system set-
up and ready to set to selling in GotPhoto. For exa-
mple, this spring, Image Art Studio will be mainly 
using an online proofing sales method for their jobs 

Delivery 

 □ Consider offering free shipping to parents or 
drop shipping options to make this step as easy as 
possible. Due to current restrictions, you may not 
be able to hand deliver to schools like you have in 
the past 

 □ If possible, distribute ‘Thank You’ flyers to school 
administrators to show your appreciation and give 
further information on what to do after the photos 
have been delivered
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“Our flyer lets 
administrative staff 
know what to do if there 
is an issue and gives our 
contact information so 
parents can reach out 
to us directly. We want 
to make this as easy for 
the school as possible. 
We also include a signed 
‘Thank You’ photo of 
my wife and I to give it a 
personal touch.” 
-Tim Macdonald, owner of Image Art Studio


