
HOW TO USE THE FORM

The guidelines portion of the form is an 
explanation of what we accept. 
You will notice if a customer uses this 
type of submission they are restricted to
4 types of files (PDF, Tiff, High Quality Jpeg
and PSD.)  These formats are what we use
daily in the Graphics Department.

The customer is asked to agree to the
guidelines above.

Submission Preference
Original: (Required Field)
• If customer is submitting artwork for the 
first time they will select this box.
Revision: (Required Field)
• If customer is making a change to a 
previous submission they will select this 
box. (Example:  Replacing a photo with a 
new one.)



HOW TO USE THE FORM CONT.

Contact Person
Contact Name: (Required Field)
• Name for contact must be entered
Phone Number: (Required Field)
• Contact Phone Number must be entered
Email: (Not Required Field)
• Contact email incase phone can’t be
 reached.
Name of Outside Advertising Agency: 
(Not Required Field)
• If Contact has an Advertising Agency
 sending in art.

Ad or Artwork Information
Ad or Artwork Description:
(Required Field)
• Info on what the ad or artwork regards
 to.

Ad File Information (Required Field)
• Choose what type of file is being sent.

Attach Ad File
• Select the file and attach it to the form.

Subject Line
Select a Book: (Required Field)
• If customer is in multiple books
 then art must be submitted for each book.
Company Name: (Required Field)
• Company name must be entered.
Accnt # or New Acct: (Required Field)
• Account number must be entered.  New
accounts check the New Account Box.


