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The Social Media Approval Workflow

Checklist

STAGES BY TEAM SLA DEFAULTS HEALTHY METRICS
2 in-house - 3 agency 24h internal review 1-2 revision rounds/post
4 regulated industries 48h client review turnaround within SLA

em» Sect up the workflow

Count stages from risk. 2 in-house / 3 agency / 4 regulated - never add stages for status.
Name one approver per stage. A person, not a department. Plus a named backup.

Set an SLA per stage. 24h internal / 48h client is the sane default.

Agree the timeout upfront. Escalate, hold, or auto-approve evergreen - in writing, at onboarding.

0O000O0

Pick one venue. Drafting, feedback, and approval in one place. One version per post.

e=m» Remove the friction
D Send no-login review links. True post previews, mobile-friendly, one tap to approve.
D Batch reviews weekly. One Thursday session beats twelve interruptions.

D Automate the reminders. Queue alert, midpoint nudge, deadline escalation. Stop chasing manually.

e Keep it honest
O Bind approval to a version. Any edit after approval reopens review. No drift.

O Keep the audit trail on. Who approved what, and when - exportable.

Average approval turnaround per stage - fix the slowest stage, not the whole system.
Revision rounds per post - three or more usually means the brief is vague.
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