Graphics page form 

 I think it’s important to have the examples with each question. Note on the form at the top that there is a form field at the bottom for general comments. My comments are in italics, not to be put on the form.

Creative Services Request for Graphics

Thank you for using our on-line graphics request form. Use this form if you require:

- Illustrations or artwork

- Cartoons

- Charts or diagrams

- Logos or identity design

In order to process your job smoothly and in a timely manner, please fill out this form in its entirety. This is essential information. If you do not have the following information, you need to obtain it prior to initiating your request.

* I certify that I have read the Guidelines for Creative Requests (“no” or no choice returns an error upon submission)

                           □ Yes       □  No
(Popup: You have selected “no.” Please go back to the previous page and download and read the Guidelines for Creative Requests before proceeding.)

* = required

	* Describe the item you’re requesting, i.e. logo for NACON, chart for NADCO briefing, cartoon for NSBW sticker. PLEASE SPELL OUT ACRONYMS: (form field – maybe 100 characters)

	* Today’s date (month/day/year): (form field accepts numbers in this format only)

	* Due date (month/day/year): (form field accepts numbers in this format only)

	* Point of Contact: (form field)

	* POC’s Title: (form field)

	* POC’s e-mail: (form field)

	* POC’s phone number(s):  (form field – leave enough room for multiple numbers and comments)

	* POC’s geographic location (for time zone information) and best time to call: (form field)

	* What is the purpose of the item (i.e. to enhance a presentation, as a branding item for the such-and-such program, etc.)? PLEASE BE SPECIFIC: (unlimited form field)

	* Who is your audience (i.e. other Auxiliarists, general boating public, children, staff officers, conference participants): (unlimited form field)

	* Is this item a new item (i.e. no previous version)? (radio button)
         □ Yes       □  No

	* Is this item a revision of an existing item? (radio button)

         □ Yes       □  No  (NOTE: they should not be able to select yes for both of these above or the form should return an error upon submission)

	* If yes, can you supply a hardcopy or softcopy of the existing item? (radio button- select only one)
         □ Hardcopy       □  Softcopy       □ Both       □  Neither  

	* How will the item be used? Select all that apply: (radio buttons – can accept multiple selections)
         □ Print       □  Video       □ Web 

	* Will you be delivering the final item to a commercial vendor (printer, web developer, video house) or will you be using the item yourself? (form field)

	NOTE: You must answer either set A or set B below: (failure to answer either set A or set B will result in an error upon submission)

	A: If you will be delivering the item to a vendor for PRINT, you must answer the following questions:

What printing process will be used? (radio buttons – can select only one)
                           □ Process       □  Spot (Pantone)  How many colors? (short 2-digit form field – if this options is selected, form returns an error if number of colors is not specified)  

                                 □ Other (please specify) (form field)
What computer platform will the printer be using? (radio button- can select one only)
                           □ Macintosh       □  PC       

What operating system will the printer be using (i.e. Windows XP, Mac OSX, Mac System 9, Windows 98, etc)? (form field)

What software program and version will be used? (form field) 

            What resolution (in ppi) is needed for the final file? (short form field accepting numbers only)

Does the printer prefer an Adobe Acrobat (pdf) file? (radio button, yes or no)
                            □ Yes       □  No
If you DO NOT YET KNOW who will be printing the final piece containing the item, in what file format do you want the item delivered (i.e. tif, jpeg, eps, etc)? (form field)

	B: If you will be using and printing the item yourself, whether for print, video or web, you must answer the following questions:

What kind of printer are you using? (form field)  □ Not applicable (for video and web)

What computer platform will you be using? (radio button for Mac and PC)

                           □ Macintosh       □  PC       

What operating system will you be using (i.e. Windows XP, Mac OSX, Mac System 9, Windows 98, etc)? (form field)


What software program and version will you be using? (form field) 


Are you familiar with Adobe Acrobat (pdf) format? (radio button)
                           □ Yes       □  No

Will you need editing capabilities for the final delivered piece? (radio button)

                           □ Yes       □  No
Please specify your preferred final file format for delivery if you know it. Otherwise, we will use the above information to determine your final file format. (form field)

	Will you be sending the item to other Auxiliarists to use in their own documents? (radio button)

                           □ Yes       □  No

	A: If you will be delivering the item to a vendor for VIDEO or WEB, you must answer the following questions:

What computer platform will the printer be using? (radio button- can select one only)
                           □ Macintosh       □  PC       

What operating system will the printer be using (i.e. Windows XP, Mac OSX, Mac System 9, Windows 98, etc)? (form field)

What software program and version will be used? (form field) 

            Please specify your preferred final file format for delivery if you know it. Otherwise, we         will use the above information to determine your final file format. (form field)


	General comments or instructions: (unlimited form field)


