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PHOTOGRAPHY STUDIOS · STUDIO BOOKING OPERATIONS

Retainer and contract management
This workflow automates retainer collection, contract generation, and client onboarding for

photography sessions, ensuring all legal and financial requirements are met before shoots

begin.

01 WORKFLOW TRIGGER

Client submits booking inquiry through studio website or booking system

BLUEPRINT OVERVIEW

What this workflow accomplishes

This workflow connects Tave Studio Manager, DocuSign, Stripe, and Google Calendar so that every inquiry moves

from first contact to a signed contract, a paid retainer, and a held date without manual chasing. Automation drafts

the contract package, sends the e-signature and retainer invoice, tracks the 7-day window, and fires reminders.

The studio owner keeps authority over pricing, custom terms, date holds, and any decision to release or cancel a

booking.

01

OUTPUTS

Signed photography contract,

Retainer payment receipt, Held

calendar date, Client prep checklist

02

SUCCESS MEASURES

Contract completion rate, Days to

retainer payment, Booking

confirmation rate, Reminder

response rate

03

CORE SYSTEMS

Tave Studio Manager, DocuSign,

Stripe, Google Calendar

HOW TO USE THIS BLUEPRINT

Studio owners: set package pricing, retainer percentage, and the reminder deadline before the first inquiry runs through

it.

Studio managers: review each generated contract for location, travel, and usage terms before it goes out for signature.

Implementation teams: map Tave job types to contract templates, connect DocuSign and Stripe webhooks, and confirm

calendar hold logic.
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THE WORKFLOW

End-to-end stage map

Seven stages carry a booking inquiry from intake to a confirmed shoot date. The decision point at stage 4 governs

whether the date is held and the welcome sequence starts or the inquiry drops into the reminder track.

LEGEND TRIGGER ACTION DECISION OUTPUT

01 TRIGGER

Client booking inquiry received

Capture inquiry details and create the Tave job

Tave Studio Manager

02 ACTION

Generate custom contract package

Build contract package from session type and package

Tave Studio Manager

03 ACTION

Send contract and retainer invoice

Send e-signature contract and retainer invoice

Tave Studio Manager · DocuSign

04 DECISION

Check contract and payment status

Track signature and retainer against 7-day window

Tave Studio Manager · Stripe

SIGNED AND PAID INCOMPLETE, REMINDERS DEADLINE PASSED

05 ACTION

Send automated follow-up reminders

Send 3-day and 6-day reminders with deadline notice

Tave Studio Manager

06 ACTION

Confirm session and update calendar

Confirm session, block dates, start welcome sequence

Tave Studio Manager · Google Calendar

07 OUTPUT

Generate booking confirmation package

Assemble confirmation package for client and

photographer

Tave Studio Manager
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IMPLEMENTATION DETAIL

Stage-by-stage breakdown

Each stage states the operational intent, the human control point, and the systems likely to take part. System

names are examples, not a required architecture.

01 TRIGGER

Client booking inquiry received

A potential client submits a photography session request

with project details, preferred dates, and contact

information. This automatically initiates the contract and

retainer management process.

CONTROL POINT

Studio manager reviews the inquiry for date conflicts and

session fit before the job advances past lead status.

SYSTEMS Tave Studio Manager

02 ACTION

Generate custom contract package

System creates personalized contract documents based on

session type, location, and client requirements. Contract

includes pricing, deliverables, and terms specific to the

photography package.

CONTROL POINT

Studio owner approves pricing, image delivery counts, and

any usage or travel clause added to the template.

SYSTEMS Tave Studio Manager

03 ACTION

Send contract and retainer invoice

Automated email sends the contract for e-signature along

with retainer invoice (typically 25-50% of total cost). Client

receives secure links for document signing and payment

processing.

CONTROL POINT

Studio manager verifies the retainer amount and client

email on the envelope before release.

SYSTEMS Tave Studio Manager DocuSign

04 DECISION

Check contract and payment status

System monitors whether client has signed contract and

paid retainer within specified timeframe (usually 7 days).

Workflow branches based on completion status.

CONTROL POINT

Studio owner can override the clock and extend the hold

for a referral or repeat client.

SYSTEMS Tave Studio Manager Stripe
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COMPLETION AND MEASUREMENT

Closing stages and results

The closing stages lock the calendar date and assemble the paperwork both the client and the shooting

photographer will refer to on session day.

05 ACTION

Send automated follow-up
reminders

If contract/payment incomplete,

system sends personalized reminder

emails at 3-day and 6-day intervals.

Final reminder includes deadline notice

and potential booking cancellation

warning.

CONTROL POINT

Studio manager approves the final

cancellation warning and may call

the client instead of sending it.

SYSTEMS Tave Studio Manager

06 ACTION

Confirm session and update
calendar

Upon contract signature and retainer

payment, system automatically

confirms the photography session,

blocks calendar dates, and triggers

client welcome sequence with session

preparation details.

CONTROL POINT

Studio owner confirms shooter

assignment and second-shooter

needs before the date is blocked

as firm.

SYSTEMS Tave Studio Manager

Google Calendar

07 OUTPUT

Generate booking
confirmation package

System creates comprehensive

confirmation package including signed

contract, payment receipt, session

timeline, location details, and

preparation checklist for both client

and photographer.

CONTROL POINT

Studio manager checks the

location details and prep checklist

against the signed contract before

sending.

SYSTEMS Tave Studio Manager

DELIVERABLES KEY METRICS IMPLEMENTATION CHECKS

NEXT STEP

Turn this blueprint into an
implementation plan.
Map each stage to your own systems, permissions, and

approval routing before selecting tools or building

automation.

packfoundry.app/assessment

PHOTOGRAPHY STUDIOS WORKFLOW PACKS AND A FREE ASSESSMENT

Signed photography contract

Retainer payment receipt

Held calendar date

Client prep checklist

Contract completion rate

Days to retainer payment

Booking confirmation rate

Reminder response rate

Stripe webhook writes to Tave job

DocuSign envelope status mapped

correctly

Calendar hold visible to shooters

Signed contracts retained seven

years

Reminder cadence stops after

payment
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