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“SHOWTIME for SENIORS”, a fast-paced 1.5-hour performance for professional photographers 

New Dimensions  Our “Expression Session” guarantees you’ll love your portraits!   
  111 West Ave  Newark,  NY 14513   kj@ndimaging.com  htpp://www.ndimaging.com 315-331-4574        

The following is a review of the “Showtime for Seniors” presentation Karl Joyce did for the  
Buffalo-Niagara Professional Photographers' Society of NY State, Inc. in September 2004. 
 
FROM: Bogdan J. Fundalinski   PPA Certified Master Craftsman Photographer 
               President, Buffalo-Niagara Professional Photographers' Society of New York State, Inc. 
               Past President, Professional Photographers' Society of New York State, Inc. 
 
DATE: September 2004 
 

RE: Recommendation for Karl Joyce’s (New Dimensions Photography) “Showtime for Seniors” program 
 

Karl Joyce's program for studio organization delivers a method of scripting the protocols of the workplace to 
make a photography studio run more efficiently.  His well-organized presentation delivers a practical  
message to all photographers: create efficient workflow in the studio, build satisfied customers, and 
make more money. 
 
Karl's concept is to make the photographer more efficient.  For example, a high school senior uses about eight 
hours of studio work, of which the photographer uses one hour.  By scripting the workflow, a studio is able to 
delegate or share certain aspects of the job by employees, allowing for a more resourceful use of time.  
Scripting also allows for others to step in and take over at any point in the workflow.  His system allows for 
more flexibility, versatility and a system of checks and balances.  This modus operandi includes scripting, 
which starts the workflow for a customer from the first phone call and appointment, preparation for the 
photographic session, the session, and the final sale, as well as the pick-up and follow-up. 
 

                        For those who are just starting out or those who need scripting for an established studio,  
I highly recommend Karl Joyce's enlightening and motivational presentation. 

TO: Professional photographers, studio staff and those who schedule photography speakers. 
 
 
 

FROM:  Karl Joyce Member: PPSNY, PPA, WPPI; MBA from RIT  315-331-4574   Direct Line: 585-261-4252 

 

I’m currently developing a speaking calendar.  If you are interested, please send me an email 
with dates you have available.  I’ve attached the handout we use for the program. I share my time between 
our Hawaii and Newark, NY studios and speaking engagements.  I’ve had a tremendous amount of fun in  
photography over the past twenty years.  To help me stay behind the camera, my studio staff and I developed 
“scripts”.  (We photograph about 400 seniors, 100’s of families, special events, ect. per year)   
 
I encourage studios to develop a “play” that gets a standing ovation from every customer.  When the “actors” 
know their “lines” for the “roles” they are playing, the work flows as planned and customers receive fantastic 
service.   
 
Management is a “missing link” for some studios and is not widely covered at conferences/photographer’s 
meetings yet is VERY IMPORTANT if the studio is going to grow: EVERYONE needs to use the “magic 
words and procedures” that lead to satisfied customers and new leads.   
 
Looking forward to hearing from you. 
 
Karl Joyce 

htpp://www.ndimaging.com
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TO: Professional photographers, studio staff and people who schedule speaking engagements for photographers. 
 
 
 

FROM:  Karl Joyce  New Dimensions Photography  111 West Ave  Newark,  NY  14513 
    315-331-4574      Direct Line: 585-261-4252 ndimaging@gmail.com  http://www.ndimaging.com   
 

Our 1.5-hour program, “SHOWTIME for SENIORS”, focuses on scripts and behind the scenes tasks. Our studio is a 
stage, we’re actors, the customer is the audience, and the Senior is the star.  The show takes about 7.5 hours per 
Senior but the photographer’s on stage for only 1 hour.  If they capture the right images/expressions, they can produce 
$400-1000+ per hour behind the camera, as long as the other cast members have great performances.   
 

We rehearse lines, become certified in “roles” and strive to deliver award-winning presentations.  Scripts are updated 
due to ad-libbing, technology, education, HH Color, Photo One, Quick Books, CSuites, market trends, customer 
wishes, etc.   
 
 

“SHOWTIME for SENIORS”  “” includes our “Class of 2005 Sr Show”, images of our Newark, NY studio and an 
overview of our scripts, forms, databases and yearbook legal issues.  The five acts are: 

 

1. Booking: Start file, review “Expression Session”, “Helpful Hints”, advantages of prepaying the sitting, answer 
questions and educate them about us. Phone: 30 min.Tour: 30 min (1/30 tour) Reminder Call: 5 minutes           35min. 
 

2. Sitting & Proofs: Sitting: Greet, list outfits, Proof Booklet Checklist, Exp. Session, inside and outside poses, and a 
lot of FUN. Photo. Assist: 15min. to prep. & 30 min to assist, Photographer: 1 hour = 105min for a sitting  
Proof Booklet: Download, burn CD, edit 75 images to 32 images, B&W convert, print proofs, pre-sell, make XAT 
show, FTP to our web site, send email with web link to Sr.  1 hr                                                                          165min 
 

3. Order, Order Checking and FTP/FTS:  Sales Person and Computer Person: “Fab Four” playing on a slide show 
on the projector or TV.  Yearbook, senior’s image, wall portrait, friends and family, type on images, multi-poses, 
retouching, frames, folio layout, finishes, slide show, List of Seven, Leads. One does sales & enters info. into Photo 
One; the other does retouching, crops, multi-poses, type, slide shows, etc.                                                           140min  
 

4. Production: Checks order in, assemble, and double checks everything.                                                             60min 
 

5. Pick-up/Follow-up. Review images, last chance to obtain leads, book family: 20 min. (+ .5 hr misc. time)    50min 
 

Studios need a solid foundation, some talent and GREAT staff, marketing, suppliers, equipment, education, scripts, 
workflow, databases, forms, & check sheets. “First Phone Call” is an ex. of what we project during our presentation.   
 

GOAL: Audience participates by documenting tasks they could delegate.  
 

Class of 2005 Show: http://www.ndimaging.com/seniors/1.html   
Sr Portrait Planning Package: http://www.ndimaging.com/pdf/portraitplanningpackage.pdf 
Sitting information summary: http://www.ndimaging.com/sittinginfo/1.pdf      
Web Show of individuals: http://www.ndimaging.com/sam/1.html  
 

 

 
 

http://www.ndimaging.com
http://www.ndimaging.com/seniors/1.html
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SUPPLIERS & EQUIPMENT:  H&H, Albums Inc., Excel, NDP Box, Unique, Tektronix free printer, Marathon 
Press Web & Flyers; FedEx; FedEx Ground; Paul Buff Lights, Quantum T2; Nikon & Tamaron glass; Fuji S2; 
digitalcamerabattery.com; Bogen stands, grips, tripods; Dells (2 gig RAM, dual 3.2mg, 250 gig hard drives), 325 gig 
Raid 5 Data storage device; Lacie Monitors and 250 gig external hard drives; Cable, and Lexar CF cards. 
 

PROGRAMS:  
 

H&H programs: eZprint, eZproof, eZevent, OzeMatch, and FTS.  ACDSee to view, renumber and resize, CS: 
Photoshop 8 and Acrobate for the on line PDF files, Studiomasterpro; Smart FTP, XAT, Publisher, Word, Acrobat, 
Outlook Express, MS Office Pro, Access, Quick Time, Norton 2004, Goggle tool bar; Cloudmark for Spam; Eye One, 
Argo FTP Software, Windows 2000 & XP Pro, QuickBooks.  Granite Bear: Workflow procedures are integrated into 
the specific receipt generated so we can check off steps as we go to show we’ve done the work. 
 
 

Karl’s Background: Dryden HS 1973, held all school swimming records except for the 100yd backstroke. 
 

BS in Ed. from SUNY @ Cortland 1977 (shot free film as the yearbook’s photography editor in 1976 & 77)   
 

MBA in Economics and Marketing from Rochester Institute of Technology 1981.  
 

Worked full time at a Developmental Center for ten years as a photographer, policies and procedures author, goal 
writing instructor and as a Program Manager while photographing about 30-40 weddings a year. During these ten 
years I also taught Economics, Business Communications and Marketing classes at Finger Lakes Community College 
part time as an adjunct Faculty Member and taught Adult Education photography classes. 
 

Karl’s 1st wedding was in 1977, full time photography started in 1991, with 37 seniors the first year.   
 

Transition to 100% digital came in 2002. Our Newark, NY studio photographs about 400 seniors, 20 weddings, 
several proms, sport programs, commercial, legal and family sittings per year. We have two houses next to each other.  
We live in one and have about 2500 sq ft in the other for sales, production and offices; the 750 sq ft camera room is a 
converted 2.5 car garage with a loft. We have about 2/3s of an acre for outdoor sets and props. 
 

Karl married Stephanie 2-14-04; she’s a teacher, does the books, and helps manage the studios. We have 2 studios on 
the big Island of Hawaii; at the Mauna Lani Resort and a home studio in Waikoloa Village about 6 miles from the 
Mauna Lani: we’re LOOKING FOR PHOTOGRAPHERS TO HELP US.  I love to ski and go to Whistler regularly 
with my two sons Chauncey and Chris. They won the NYS High School Alpine Skiing Championships two years ago 
and they have been going to the PPSNY workshop for 4-5 years and help out in the studio in a variety of jobs. 
 

I tell people interested in professional portrait photography they do not need a college education to be successful 
but should take business courses from a community college and attend professional conferences and workshops to 
learn the latest creative and marketing techniques. RIT costs about $2,500/course.  I think a better way to invest 
educational money & study time is in H&H seminars, library & phone support; Alb. Inc. seminars, Granite Bear 
seminars and phone support; New Dimensions’ “Showtime for Senior”; Selling for Dummies: Tom Hopkins; The E-
Myth; PPSNY Conferences, Workshops and Section Meetings; WPPI, PPA, SPI, Larry Peters, Charles Lewis, Monte 
Zucker, Gary Box, John Hartman, and in teaming up with a studio outside your section and trading ideas 2xs a year.         
 

Available from New Dimensions Photography on a CD: a systems approach to photography using H&H and 
Granite Bear.  Includes about 200 pages of scripts, forms and databases, everything we cover in our presentation 
except the actual programs we mention like CS, Granite Bear, ACDSee, QuickBooks, etc.   
Includes the information detailed on page 4: Shows, Schools Database, Update YBG, Prom & SR Info (Script for 
calling schools), Yearbook Specs Report and Database, Class Signup Sheets, Customer Database, Customer File 
2005, workflow overview, tracking sheet, and Database of forms, scripts, checklist, kits, packages. 

 
 
 

PS The following note does not relate to this presentation:  We’re looking for digital family portrait photographers for 
our studio on the Big Island of Hawaii, a perk for the right person is the use of a studio apartment and car.  Would 
your like to spend a few days a week doing family portraits for about a month, and FTPing the images to NY?  Email 
us a note and a link to your portraits; we’ll talk and send you the details 
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Outline of our “Showtime for Seniors” Presentation 
 
 

Shows 
 

__ Class of 2005, Studio Overview, Sr Web Show, and Prom PowerPoint Presentation 
 
 

School Database 
 

__ Update YBG, Prom & SR Info (Script for calling schools)  __ Input for School Scripts 
 
 

__ Prom & Mailing List Leads Book __ Yearbook Specs Book __ Class Signup Sheets  
 
 

Customer Database 
 

__ Store List of Seven, School Mailing Lists, and American Student List names and mail merge into mailings 
 
__ Customer File 2005, workflow overview, tracking sheet,  
 
 
 

Forms, scripts, checklists, kits, and packages 
 

__ Master HANDOUT 2005 INTRO SPPP MR BK SS  
 

Review: articles in our newsletter/flyer, Price Schedule, Model / Rep Guidebook, Sitting Info (mailed or online 
after they have booked), Specials/Summary of Sale prices, Sr. Booking Kit Contents, Sitting Summaries: 
overview of different type of studio services, 
 

__ Class of 2005 Scripts  
 

1st Phone Call & Tour; Daily Duties Checklist; Call: reminders, missed appointments,  & “Will Call”; Proof 
Booklet Check Sheet; Photographer’s Assistant’s duties & script; Photographer’s duties & script; XAT show; FTP 
to web site; Order Check Sheet; Definitions; Order Script; eZprint & proof; FTS;  Misc. Info.; Process Order 
Check Sheet, and Order Pick-Up 
 

__ Proof Booklet and Price List 2005  
 

Explanation of: prepayment credited toward your finished portraits & pre-purchasing a set of originals; List of 
Seven; Portrait Order Form; Price Schedule: Hints for Placing Your Order, YBG and pose change fees, Pick a 
Package or Design Your Own, Sittings, Definitions, Folio Inserts, Folios, Frames, Cap & Gown Photos, Multi-
Poses; Quote Page; Family Portrait Special; Model/Rep Checks; Proof Booklet Package Contents; Digital 
Enhancement Price List;  
 
__ Set of Proofs & Thumbnails __ Folio sample  
 
 

__ Prom Info    ____ Prom Procedures  
 
__ Yearbook legal 
 
 

 
Computers, programs, and suppliers summarized on page 2. 
 
Become comfortable with your equipment, suppliers and workflow process. 
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The Booking Kit; Scripts; Proof Booklet, Order and Production 
Checklists; and this Workflow chart guide us through the “Show”. 

__ Use the Booking Kit when booking a sitting: replenish supplies when they are low. 
 

__ Use a Tracking Sheet to get things started, unless we know they are booking with us. 
 

__ Fill out Customer File when we are fairly sure they will book with us. 

Workflow Overview 

Retouching Possibilities: 
1.Order RT on all orig.   2.Needs RT on FO & ordered orig.  3. No RT needed & ordered Orig   4. Need RT on FO, didn’t order orig.
 

Ordering Possibilities: 
1. Take PB home and come back to order  2. Order day of sitting  3. Come back later without taking PB home 

WIP images are uncropped: in 
case they order another size 

Greet SR, start PB 
checksheet, lay out 
clothes, get to know them, 
music, sets/props, iron if 

Exp. Session, 
create the 
best set of 
portraits ever!

ORDER: Crop and 
save file in FO 
with a __c.jpg 

Open both “r” file (WIP) & 
“c” file (FO). Crop the “r” file 
to match the “c” file; rename 
the “r” file with “rc” and save 
in FO.    

Order FP & Orig. and need r,  
* didn’t order r on all orig.  
* takes more time than is  
   available at the order 

r files and save in 
WIP as a __r.jpg 

Save in PO as a  
__ro.jpg 

Order r on ALL Orig.  

r files that are going to 
be just PO: these won’t 
require as much r as an 
enlargement would 
need. 

 recropping and 
retouching, if OK
DELETE the “r” 
file in FO that 
was cropped at 
the order 

Print run sheet for FO: (it’s OK 
since only “R” is added to the file 
name) >  customer write 
approved & SIGN  contact 
sheet  AND receipt 

Use eZproof >FTS 
to H&H 

FINISH 

Use eZprint, > 
print run sheet to 
check order > FTS 
to H&H  FINISH

No RT is 
necessary 

Ordered Orig. 
& No RT is 
necessary 

Foundation  

 

Accounting: GB, QB 
Imaging: ACDSee, CS, XAT 
H&H: eZprint, proof + event 
Databases: School, Client, & 
Office forms & scripts  
Comp. Sys. & Progs.: Network, 
MS Office Pro, Norton, ect. 
maintenance/upgrade process 
Education: artistic & business 
Staff, Facilities, Suppliers,  
Camera Equip., Sets & Props 

Personal Goals & Business 
Plan. Develop strategy, train, 
target markets, set schedules. 

Develop 
marketing pieces, 
ads, + “trades”. 

PICKUP: Customer is happy! Provided us with a “List of 7” and possible prom or 
class leads for next year and purchased Family certificate.  We need to find 
photographic opportunities through our customers: Karate schools, dance studios, 
Little Leagues, class reunions, . . . Discover NEW BUSINESS + earn a commission !  

Production 

Productio
n and 
second 
checking 

Develop Databases: Call schools for YBG 
specs, prom info, model/rep, speaking; Update 
office forms & scripts; Prepare mailing list 

Save in PO as 
a __r.jpg 

IF Minor r/a done on an 
image @ the order:  
*Save in  WIP as __ 
ra.jpg   
*Save in PO as _rao.jpg if  
  they ordered Orig.,  
*Crop and save in FO as  
  __rac.jpg  

Multi-pose / Special Effects: 
* Save as a psd in WIP: NEVER  
   flatten the WIP image. Most  
   will be in the 8x10 format, 
   leave “wallet” border if nec. 
* Save as a jpeg in FO, then  
   flatten with “flat” in the file  
   name. Use tiff if opening a lot. 

Download, burn CD, edit, web 
show, FTP to web, email Sr, 
finish PB check sheet, 
schedule order + collect $. 
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FIRST PHONE CALL: Sr. or parent calls to schedule a sitting: Use Booking Kit    12-8-04   
NEED: Head set on,  phone in phone carrying case, Granite Bear open, file, Tracking Sheet (TS), open PDF files 

from web site: SPPP, PB Package, sittinginfo, Sales Chart, + this script! (hard copy is fine and may be easier)  

__ “That’s great, thanks for calling, we have a lot of information to share with you about senior portraits, do     

      you have any questions before we get started?” Start File & enter into GB when you think they are a YES.  

     “I’m ________________ and your name is ___________________?     If not the senior, find out relation. 

_“How did you hear about us?” _“Have we photographed a friend/ family member?” (If so it’s a shorter talk)  

__ “Do you have a Portrait Planning Package?”, if not: visit us OR we’ll mail or email one OR  you download at: 
 

Senior Portrait Planning Package at: http://www.ndimaging.com/pdf/portraitplanningpackage.pdf 

Show: www.ndimaging.com/seniors/1.html  Read before sitting:  http://www.ndimaging.com/sittinginfo/1.pdf    

Individual shows:  http://www.ndimaging.com/sam/1.html  http://www.ndimaging.com/Dave/1.html            

                                http://www.ndimaging.com/megdev/1.html    http://www.ndimaging.com/Derek/1.html  

__ I’d like to cover a few things with you that we do here at New Dimensions, do you have some time? We have a lot 
of indoor and outdoor sets and props that coordinate with a wide variety of outfits and lighting setups.  We encourage 
the Mom or Dad to come to the sitting too.  You will be able to see the portraits as we take them and we make sure 
you like the portraits.  (if they have a SPPP  have them turn to “Expression Session”) 
 

__  The “Expression Session” helps you feel more comfortable in front of the camera; it gives you a chance to 

practice some expressions and check out your clothes and hair”  (READ)  Karl really cares about how you look! 

       __ You’ll also receive 7 wallets at your order.   
__ Have you had a chance to review the different sittings? The Classic is our most popular. You can have up to 4 

outfits, but bring 5-7 if you want. Karl can help you make your final decisions once you see our sets. We’re running a 

special now where we take more portraits at your Classic sitting when you prepay your sitting fee– about 3-4 times as 

many as your sitting calls for. Then, when you see your portraits right after your sitting you have a greater variety of 

poses and expressions to select your favorites from and a greater chance of loving all your portraits.  For example: 

we’ll take a portrait of you with a bigger smile, then a smaller smile, with your arms crossed and then with your 

hands on your hips and we can use different background colors for each image.  This only takes a couple of 

additional seconds BUT it gives you a greater selection.  

 If they need more outfits they’ll need the MP or pay $10 per extra outfit, see Price Schedule )  

__ Some people schedule their sitting with a friend who’s having their senior portraits taken also. 

___“Do you have a friend, who also needs Senior Portraits, that might like to schedule a sitting with you? Have you 

had a chance to talk with a friend about Sr. photos”  Ask friend’s name and number: we can call them too. You can 

try a conference call OR say; please have your friend call us ASAP, within three days, to let us know.  If we don’t 

hear from you in three days we’ll assume it’s OK to schedule a Sr. the hour before or after you.”  

__ Some people seem to relax and enjoy the sitting more when they’re scheduled with a friend.  
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__ You’ll be here for about 2 hours and it’s nice to have company. Your sitting would take longer with a friend.  It’s 

tough to coordinate your schedules, so don’t worry if you can’t book at the same time a friend books.    

__ “When you schedule your sitting with a friend, you each receive 8 free wallets and you and your friend receive a 

free 4x5 buddy photo!” __“Do you have a friend in mind? __ Do you have a date in mind?” __ “I can mail you an 

extra SPPP or you can download one to give to your friend, what’s best for you?” ASK FOR Friend’s address.  

The following are “secondary reasons”, be familiar with them but you might not have time to give them. 

__ Most people are a bit insecure in front of the camera and appreciate a friend’s opinion.   
_ If a friend tells you:  “You look great, your hair’s perfect . . .” you might feel better then if just your Mom  or Karl     
    told you.  A friend’s opinion helps you relax and pictures look better when you’re relaxed.   
__ When someone else is being photographed you don’t feel rushed; they’re changing while you’re being  
      photographed, so you will have more time.  __ While you’re waiting, Karl can observe your natural poses and can 
plan how to use them in your session.”  __ At the beginning of each sitting, Karl talks about expressions and posing 
techniques and it’s nice to have   someone else there; they might ask a question you’d like to hear the answer to.   
__ There are a lot of set changes and often you can share each other’s sets.  
 

__ The Classic is our most popular, it’s normally $80 but there’s a special and it’s __%  off; so it’s only______.   

 See “Sales Chart” for specific price, what comes with the sitting or if they would like a different sitting. 

         __ Specific sitting time: put their name, phone, school, Mom’s name and the DATE the sitting was actually  

               scheduled in appointment book & your initials.  Put appt. date on TS and file in pencil too.   

__ “Let’s talk about outfits. Do you have anything in mind?”  

___ Review Helpful Hints; if they don’t have the SPPP, read the info. slowly so they can write the ideas down. 

       __ The number one outfit is: “If everything was clean what would _____ wear to school?”, other outfits include    

           “Mom’s Favorite”, a winter sweater, or a “dress up OR dress down” outfit.  

       __ Refer to the items on the customer’s file also TALK ABOUT WHAT THEY LIKE TO DO.  

__  “Come in your yearbook outfit, unless it wrinkles easily, be sure your clothes are clean and ironed.  __ Make 

sure your hair is dry and styled. __ Bring a brush or comb and even a curling iron for last minute touchups.”  

___   You can take your proofs home with you the day of your sitting in a PROOF BOOKLET.    

After your sitting, you go to the viewing room and see your portraits on a large monitor. We edit them down with you 

and print out a Proof Booklet with your favorite images. You take this home to help decide your favorites. 

We request a $200 deposit, with tax it’s $216.50; this is credited towards your Finished Portrait Order.   

__ Most people have been taking advantage of the free Web Show; we put your images on line for free when you 

pre purchase a set of originals at your sitting.  It’s been a real hit, they love it because they can share their images 

right away.  Originals are 4x5 portraits, printed on photographic paper of different poses from your sitting. Most 

people order a set of 15 for $100 and put 8 of them into a folio.  You also receive twice as many images in your Proof 

Booklet.      The web show is amazing and we email you a link you can forward to friends and family. 
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PROOF BOOKLET Check Sheet for ____________  Initial items as you review them! (7-2-04) 

Starts in Camera Room. 2 people are helpful doing the PB, one does receipt, order date, shows folios, does errands & 

covers the basics while the other does CD burning, rotation, renumbering ect.  2 people are not needed to review the 

images. Sometimes customers can review them by themselves IF we are in a pinch and they understand. See KJ 

GOALS; Educate and Review these items:  (If they’ve had a senior here last year, it will be shorter) 

__ Receipt with name + Proof Booklet deposit credited towards Finished Portrait Order -  $200 +16.50=$216.50 

     Prepayment for a Set of ___ Originals - (leave details blank could be 7 (8) - $70, 15 - $100 or 26 - $150) 

__ Explain the difference between a “Proof” and an “Original” (on the “List of Seven” form)   

__ Show them the folios: the winged, the triple and the double; and a set of Proofs 

__ Review “Explanation of” form:   $216.50 is credited towards your Finished Portrait Order       

__ Advantages of purchasing a Set of 15 (or 7 or 26) Originals the day of your sitting.  
      Goal: Senior pre-purchases a set of originals: READ from the “Explanation of” form 

__ “List of Seven”: Goal; to have them bring a completed list of names to their order                                                             

__ “Family Portrait Certificate”: Goal; have the Senior (or Mom) purchase it as a Christmas present for the family  

__ “Portrait Order Form”:  Goal; to have them come to their order with order form filled out       

__ “Official Check”: Goal; earn $8 if their name is mentioned and sitting is prepaid; show were web address goes     

__ “CD Slide Show”: Goal; Web Show is temporary and the SS is theirs & is a higher resolution (see “Exp.of:” form) 

__ “Price Schedule”: Goal; they will understand where to go for additional information 

 __ Hints for Placing your Order Page: Make a list, try to narrow down your selections, remember portraits can be 

cropped and color balance adjusted and that digital techniques can fix just about everything. There is a 100% 

guarantee on portraits that have a protective finish and are framed and mounted. 

__ All Sittings Include Page: a minimum of two poses, Your Yearbook portrait is FREE and counts as a pose,  

       additional poses are available for a pose change fee of $12 . . . 

__ Select or Create your own package page: Select a package or design your own, here are the wallet prices. 

__ Displaying Your Portraits Page : These are the various matte inserts that are available for folios and frames             

__ Folios Page: The most popular folio is the winged folio, there is a bonus: if you purchase a set of 15 originals and  

    TWO folios, we give you one more original at no charge,   __ Point out an Excel-frame and matte options.   

__ Multi-Pose Page: We have hundreds of frames to choose from, you can create multi-poses and the Monday after  

    Graduation you’re invited over for 3 free “cap & gown” portraits 
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__ Download, burn RAW CD, rotate images  

__ Review images; help determine favorites & yearbook portrait, which images would be great in a folio,   

 ___ Goal: Narrow the images down to 7, 15, 26 OR 16, 32, 56 OR more DEPENDS if they 

  1. Pre-Purchased a set of originals   or 2. Pre-Purchased a Slide Show 

 ___ Goal: Educate them on cropping, artwork, changing shadows and highlights, ect. 

__ Show sample matte / frame with 4 - 4x5 prints in it, “Displaying Your Portrait” sheet, mat (407)  
   * The oval mat can improve some portraits by cropping out some of the extraneous spots in the corners. 
  *  Oval frames lend a “circular pattern” to portraits & Rectangular mats help emphasize vertical and horizontal lines.   
  *  BOTH mats can help center the portraits and enhance the presentation. They can put originals in an album and use 

the extra pages for keeping wallet sized portraits of their friends.    
 

__ Put “Fab Four” images in front    __ Print Proof Booklet & ND contact sheet       __ Create Web Show        

__ FTP Web Show                              __ email Sr & NDP: check link & file email       __ Burn ND CD 

__ Schedule order date. ASK; “What’s the earliest you can come back to place your order?”   

__ Write their Name and School and a day phone number in the appointment book.  

__ Put Date & time on receipt, file and Proof Booklet.   __ If they say they will call with a time, write “will call” on 
the receipt in the “ORDER DATE” box.  Put  customer’s name, numbers, date they picked up the proof booklet and 
special notes (like: Going on  vacation and  will call us in three weeks) in the back of the blue order appointment 
book on the “WILL  CALL” sheet.                
  TWO WEEKS is the OUTSIDE time limit to receive a DISCOUNT ON THE ORIGINAL PORTAITS  
              unless there is a major problem: then see Steph or KJ. Write time and day of order appt. on the receipt.   
 

__ Complete receipt  and take their payment to Main Office.  

 __ Indicate category and how they paid in the “Remarks” section of the receipt: $, check mark and check  
                   number for check and MC or VISA for credit card and INITIAL.  See the Cash and Check procedures by  
                   cash register or Charge procedures on the clipboard by the charge machine.  CHECK ALL  
 __ If paid in full, write -0- in the balance box OR note the balance due in the balance box. 
     CHECK PAPERWORK IN FILE to see if there are any notes, missed payments, or gift certificates.  
 

__ Thank them and say; “We’ve given you a lot of information and if you have any questions, we’re just a phone call  
     away, we’ll see you on ______________ (their order date).” 
__ If necessary use the phrase:  “People can be very critical of how they look in portraits.  Listen to your  

      friends’ and family’s opinion.  Ask them what they think. 

__ Your finished portraits and originals will look MUCH better than your PB: “The color & clarity is a bit off, your  

     finished portraits will have perfect color.  Most people order a set of 15 originals. 
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(DO LIST: tasks to delegate +/or procedures to develop)     
 

PREPARATION: education, suppliers, goals, forms, price lists, mailings, web, databases, scripts, procedures, etc.  
 
1. 
 
2. 
 
3.  
 
FIRST PHONE CALL:                        
 
1. 
 
2. 
 
3. 
 
 
SITTING & PROOFS: 
 
1. 
 
2. 
 
3. 
 
ORDER 
 
1. 
 
2. 
 
3. 
 
PRODUCTION: 
 
1. 
 
2. 
 
3. 
 
PICKUP & FOLLOWUP 
 
1. 
 
2. 
 
3. 
 

New Dimensions Photography    Karl Joyce 315-331-4574 kj@ndimaging.com 
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TERMINALOGY: 

 
 

Proofs are low resolution images printed four to a page on 24lb paper with our Textronix printer.  They are used to select the 
images you want for your Finished Portraits and Originals.  You take them home to show to everyone and decide what sizes and 
quantities everyone wants. You can draw crop lines and write notes on the Proofs. Proofs are unfinished and need cropping, 
color and density corrections.  They may also need retouching and artwork. 

 

Originals are 4x5 portraits printed on photographic paper of different poses from your sitting. They are color corrected and 1/6 
of the image has been cropped off the top and bottom of the image. Over 90% of the Seniors order a set of "Originals". They’re 
available in sets of 7, 15 or 26 when you place a FINISHED PORTRAIT ORDER of $200 or more within two weeks of your 
sitting.  They are discounted so you can enjoy a variety of sets, poses and expressions and share them with your friends and 
family. They look great in a “folio”.  Retouching and custom cropping is available on any +/or all of your originals for a fee. 
 

 

Thumbnails are 1 x 1.3 inch images; we print out a contact sheet in ACDSee, cut them up and put in an envelope so the 
customer can lay out their folios. 
 

Finished Portraits are images that have had artwork, retouching, cropping, finish and been approved by the customer.  Every 
sitting has at least two poses that can be used for finished portraits; additional poses are available for a one time only charge of 
$12 to cover the cropping, retouching and color balancing.  
 

A Senior Show is a collection of images on a CD set to music that can be used as a slide show or screen saver.  
 

A Web Show is a lower resolution show that’s on line for a limited period of time so you can quickly share your Proof Booklet 
with everyone, available only when you prepurchase a set of originals. 
 

Proof Booklet Package is collection of forms given and reviewed with the Senior at their sitting.  Price Schedule in 
presentation folder, Proof Booklet Checklist, Explanation of form;  Portrait Order Form; Family Portrait Special; 
Model/Rep Checks (6 checks stapled together); Paper CD case with insert; Quote Page 
 

Senior Portrait Planning Package (SPPP) contains EVERYTHING a Sr needs to know about coming to our studio 
and then some: it may be too much for some and just right for a lot of folks.  Mailed to the Senior to help prepare 
them for their sitting.  It has a lot of info because we don’t want them to say: “WHY DIDN’T YOU TELL ME THAT 
EARLIER!” 
 

Booking Kit All the information you need to book a Senior right at your finger tips.  Contains: SPPP, First Phone 
Call Script, Specials & Summary Sheet, Proof Booklet Checklist, Customer files, Tracking sheets, NDP envelopes, 
pre-paid sitting info document, and Model/Rep Guidebook.  
 
Order Kit: FONTS & OVERLAYS 5x7, Size Board, Price Schedule, Specials, Portrait Order Forms, and 
“Fonts Available” booklet. 
 

YBG Specs Book: details from our Schools database organized into a usable report so we know the deadline date, 
sizes, restrictions, YB advisor, school address, phone number . . . 
 
Like a musician combining notes to create a measure and measures to create a musical piece with emotional impact, 
studios need to combine artistic and business elements into a play.   Once a script is created, the cast rehearses, the 
producer gathers the necessary equipment, the stage manager coordinates the work behind the scenes, the 
photographer captures outstanding expressions and the script guides the delivery of outstanding portraits to the 
customer. 
 
When goals, marketing, scripts, forms, databases, education, equipment, environment, personalities, and photographic 
artistry combine, we create outstanding experiences and images.  This encourages people to be proud of their children 
and display them at levels previously unthought-of; to indulge themselves with a 24x30 multi-pose portrait.  
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                                                        PLEASE HELP US: LEAVE THIS EVALUATION FORM AT THE DOOR 
 

                                                         Your suggestions about our content and delivery are VERY IMPORTANT to us.  
 

NOTE: OUR GOAL is to show you an OVERVIEW of what we do, to have you think about delegating jobs to 
others so you can be behind the camera, and to encourage you to design effective scripts, forms and procedures. 
 

OUR GOAL IS NOT to have you understand every form, database or script we discuss.  Some documents take time 
to read, rehearse, understand and use effectively.  Some may not even be right or necessary for your studio. 
 
Introduction  
 
 
Databases and Scripts 
 
 
1. Booking:  
 
 
 

2. Sitting & Proofs:  
 
 
 

3. Order, Order Checking and FTP/FTS:   
 
 
 

4. Production:  
 
 
 

5. Pick-up/Follow-up.  
 
 
 
Please list things we should CONTINUE +/or DISCONTINUE doing. 
 
 
 
 
 
 
 
 
If you wrote us a kind review and if we can use it, your name & studio’s name in our advertising; please sign below 
giving us permission to do so. 
 
____________________________________           _______________________           _________________ 
Name                                                                             Studio                                             Phone 
 
Please mail me your complete kit: 
 
VISA / MC Number:  ____________________________________________  Exp. Date: _____________ 
 
New Dimensions Photography    Karl Joyce 315-331-4574 kj@ndimaging.com 


