COMMUNICATIONS - CREATIVE SERVICES
Creative Brief & Process Sheet

WV' WestVirginiaUniversity

EXTENSION SERVICE

Today’s Date: In-hands date:
Project Name: Department/or Unit:
Job Number: Lead Designer:
Point of Contact: Additional Designer:
File Location:
Deliverable Needs: Print ] Web [l Video[] Promo ltem(s) [l New Project [] Recurring Project [
Audience(s): Visual Tone (Mark on Spectrum)
Bold Traditional
File Formats Needed: (Check all that apply) Estimate Needed: D Yes D No
Electronic Vendor: Qty:
Updf  [Fillable pdf [ Publisher Template _ -
L] Microsoft Word Template  [] Avery Template Estimate: Shipping Cost:
Web (Al files should be optimized for web.) Finished Size: Pages:
Djpg L] png U paf Full Bleed [] No Bleed [

Print Ink and Paper:
L] Print-ready pdf L] High-res jpg L] InDesign File
L] eps Ua O Compressed Zip File

Shipping turn-around time:
Funding: Notes:
Unit/or Department:
Payment Method: [IpP-card [ Foundation
Grant: Other:

Contact:

Art Approval: Editor Approval: __ Client Approval: File Prep: Out to Print:
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