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Design

We begin by exploring your needs and your expectations for your event. We can take your ideas and goals and
build upon them, taking into consideration your organization and the unique characteristics of your event. Your
theme, budget and goals for your event are carefully considered, and through the creativity of our graphic artists,
the perfect design theme that will best compliment your organization and the event is achieved.

Production

From the most basic invitation to a full-color, perfect-bound
souvenir journal, from t-shirts to mugs, our professionals have
the skills and tools necessary to create all the components of
your event publications.

Our designers use all of the most sophisticated computer
software, including QuarkXPress, InDesign, PageMaker,
Photoshop and Illustrator, to create your materials.

We work with our trusted vendors, or yours, to produce the
highest-quality materials at the most competitive prices.

As a result, your planning experience will be much more
enjoyable than you ever thought possible.

        t DESIGN TANK, we know all
the intense planning and hard work
that is required to produce events.

Over the years we have helped many
organizations just like yours put to-
gether successful fund-raisers.

When you are faced with that task,
we are here to help you with the cre-
ation of the various publications that
are needed— from compelling Save-
the-Date Cards and Invitations to a
quality Souvenir Tribute Journal.

Our extensive experience in produc-
ing all forms of event-related publica-
tions will make your job a lot easier.
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Invitations
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Ad Journal Forms
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Preparing For Your Event

DESIGN TANK has developed this planning guide to help you and
your organization get prepared for the planning of of all the minor
details associated with your upcoming event.

Go through each item on the following pages and complete all that
can. (Go through each item again with your committee or staff for
additional input.) When you’re ready to get started on the design of
your event materials, please call us.

We want to make the planning of your upcoming event as enjoyable,
stress-free and successful as possible. It is our hope that this guide
will help make it so.

www.AdJournal.net

The latest addition to DESIGN TANK’s event-related publication design services is the highly useful web site,
www.AdJournal.net, “The Internet Resource for Event Publications,”SM  specifically designed as a companion to
your printed materials and to save event planners invaluable time by answering the questions they find them-
selves asked over and over again during the course of producing an event. Besides monthly tips on event
publications, AdJournal.net includes, in one convenient location, the following information for every event on
which DESIGN TANK  is working:

• General event information, including the time, date and location, honoree information (correctly spelled), etc.
• Important dates and deadlines related to the event.
• Digital and traditional artwork requirements for advertisers.
• Ad dimensions and downloadable ad templates in all available ad dimensions, pre-built in the latest

versions of QuarkXPress®, Adobe® InDesign®, Illustrator®, PageMaker® and Acrobat® PDF formats.

An d soon on www.AdJournal.net, advertisers will be able to create their ads right on the web site, store
corporate logos, templates and other graphics for use in other event ad journals, and even pay for their ad — all
on-line! We believe this will not only save event planners a lot of time, but also will make the ad development
and contribution process a lot simpler for contributors.

.
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EVENT:

COMPONENTS:

General Event Information

Designer’s Contact: _______________________________________
Official Name of Event: _______________________________________

Theme: _______________________________________
Date of Event: _______________________________________

Location/Venue: _______________________________________
Reason for Event/Beneficiary: _______________________________________

Speaker/Honoree: _______________________________________
Master of Ceremonies: _______________________________________

Honoree: _______________________________________
Cost to Attend: _______________________________________

Contact for Information: _______________________________________
Tax ID Number: _______________________________________

Solicitation Permit(s): _______________________________________
Non-tax deductible amount of ticket: _______________________________________

 Budget Questions

1. Budget:

2. Is the budget designed to cover everything from initial design to delivery of the printed pieces?

 Yes      No    If not, what is it supposed to cover?

3. What is the overall quality expectation, based on budget?

4. If the budget turns out to be too small for everything you want, which area(s) can be compromised?

Payment Terms

50% of typesetting and design to authorize work to begin
50% of total when completed artwork goes to production
50% of production charges when artwork begins production
50% of production charges when printed pieces are delivered

• Artwork and expenses will be detailed on the final invoice.

 Billing

5. Special billing requirements:   Yes   No
______________________________________________________________________
______________________________________________________________________

 Save The Date
 Invitation
 Response Card
 Ad Journal Form

 Ad Journal
 Program
 Auction Catalog
 Table Signs

EVENT PLANNING GUIDE
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 Client Approvals

6. Who will have responsibility for proofing and approving at each stage of the process (design
and production)?

NAME PHONE FAX TIMES AVAILABLE

___________________________ • _____________ • ____________ • ___________
___________________________ • _____________ • ____________ • ___________
___________________________ • _____________ • ____________ • ___________

Style and Format
Please indicate all style and format requirements that must be used in this project.

7. Established Standards   Yes   No
  Typefaces _________________________________________________________________
  Colors: ___________________________________________________________________
  Templates: _________________________________________________________________
  Paper: ____________________________________________________________________

8. Do you have examples of past pieces?   Yes   No

9. Do you have examples of other pieces or styles you like?   Yes   No
If so, what makes them seem good to you?

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

10. What have you done at a previous event that you would like to repeat this year?
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

11. Will the style of this piece be transferred to other pieces?   Yes    No
List pieces:

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

Schedule

12. Date of event:_______________________________

13. Component schedule: (Indicate any interim deadlines for each item in production)

INFO READY FOR DESIGNER EXPECTED DELIVERY DATE

Save the Date _________________ Save the Date _________________
Ad Journal Form _________________ Ad Journal Form _________________

Invitation Set _________________ Invitation Set _________________
Ad Journal _________________ Ad Journal _________________

Program _________________ Program _________________
Auction Catalog _________________ Auction Catalog _________________

Auction Signs _________________ Auction Signs _________________
Table Signs _________________ Table Signs _________________
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Design

14. Is there a feeling, look or personality you would like this project to have?
(Check all that apply.)

GRAPHICS

15. Number of graphics:

  Existing
  Fine Art/Custom Illustration
  Photos  Stock   Custom

   Needed
  Fine Art/Custom Illustration
  Photos  Stock   Custom

TEXT

16. Amount of text: (Pages, words, paragraphs)

  Text Already Complete and will be supplied via:
  Digital files   Hard Copies

  IBM-application/file type  Hand Written
  MAC-application/file type   Laser Prints
  E-mail (send to: events@designtankgfx.com)   Other:

  Text Not Yet Completed
  Client will provide

  Digital files
  IBM-application/file type
  MAC-application/file type
  E-mail (send to: events@designtankgfx.com)

  Hard copies
  Handwritten   Laser Prints   Other:

Preferred Vendors

17. Preferred vendors or suppliers of outside services
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

Delivery

18. Deliver to:
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

 Bright
 Calm
 Chic
 Classical
 Clean
 Conservative

 Cool
 Dependable
 Earthy
 Elegant
 Energetic
 Exciting

 Exotic
 Fancy
 Fresh
 Friendly
 High-tech
 Hip

 Magical
 Moving
 Nostalgic
 Powerful
 Professional
 Refreshing

 Regal
 Reserved
 Rich
 Romantic
 Soft
 Subtle

 Trendy
 Tropical
 Vital
 Welcoming
 Wild
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 Save-the-Date Card

 Quantity: __________________________________________________________________
 Paper: Name Weight/Size Finish Color

_____________________________ ________ ________ ________

 Finish:  antique,  cast-coat,  cockle,  deckle edge,  dull,  eggshell,
 English,  felt,  gloss,  high-bulk,  laid,  linen,  luster,  matte,
 satin,  vellum,  wove

 Size: _____________________________________________________________________
 Ink colors

           Info Side: _______________________________________________________________
      Address Side: ______________________________________________________________
  Mailing date: ______________________________________________________________
  Postage Concerns: ___________________________________________________________
  Copy: ____________________________________________________________________
  Delivery Point: ______________________________________________________________

 Tribute Ad Journal Sales Blank

 Quantity: __________________________________________________________________
 Paper: Name Weight/Size Finish Color

_____________________________ ________ ________ ________
  Size   Letter       Legal       Other
  NCR: Indicate Color preference and sequence (Black; Yellow; Pink)
  Ink colors: _________________________________________________________________
  Due date: _________________________________________________________________
  Copy: ____________________________________________________________________
  Delivery Point: ______________________________________________________________

 Invitation Set

 Quantity: __________________________________________________________________
 Due Date: _________________________________________________________________
 Mailing Date: _______________________________________________________________
 Postage Limitations: __________________________________________________________
 Delivery Location: ____________________________________________________________

 Paper: Name Weight/Size Finish Color
      Cover _____________________________ ________ ________ ________
      Text _____________________________ ________ ________ ________
      Insert _____________________________ ________ ________ ________
      Envelope _____________________________ ________ ________ ________

      Other _____________________________ ________ ________ ________

 Folds: (Circle the desired fold style)
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 Colors: Side 1/Outside Side 2/Inside
  Spot   Spot

Primary_______________ Primary_______________
Accent________________ Accent________________

 4/C Process   4/C Process
  Other_________________   Other_______________

 Invitation Envelope
 Size: _______________________________________________________________________
 Ink colors: ___________________________________________________________________
 Copy: ______________________________________________________________________
 Permit Number: _______________________________________________________________

 Response Card
 Flat Size: ____________________________________________________________________
 Finished Size: ________________________________________________________________
 Fold: _______________________________________________________________________
 Other finishing: _______________________________________________________________
 Ink colors: ___________________________________________________________________
 Copy: ______________________________________________________________________
 Other: ______________________________________________________________________

 Response Card Envelope
Size: _______________________________________________________________________
Ink colors: ___________________________________________________________________
Copy: _______________________________________________________________________
Permit Number: _______________________________________________________________

 Insert 1
 Flat Size: ____________________________________________________________________
 Finished Size: ________________________________________________________________
 Fold: _______________________________________________________________________
 Other finishing: _______________________________________________________________
 Ink colors: ___________________________________________________________________
 Copy: ______________________________________________________________________
 Other: ______________________________________________________________________

 Insert 2
 Flat Size: ____________________________________________________________________
 Finished Size: ________________________________________________________________
 Fold: _______________________________________________________________________
 Other finishing: _______________________________________________________________
 Ink colors: ___________________________________________________________________
 Copy: ______________________________________________________________________
 Other: ______________________________________________________________________
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 Mailing

19. Preparation:  Self-Mailer
Quantity:___________  Stuff

 Components to Assemble: 1._______________________
2._______________________
3._______________________
4._______________________

20. Addressing:  Labels
Quantity:___________  Supplied by client

 Generate
 Hand
 Print on Envelopes (list supplied by client)

21. Postage Sort:  Letter Basic
Quantity:___________  Letter 3 Digit

 Letter 5 Digit
 Carrier Route

22. Postage Indication:  Meter
 Stamp
 Indicia Permit No.____________________

 Tribute Ad Journal

Contents (Check all that will be incuded)
 Event Program
 Dinner Menu
 Honoree(s) Bio
 Beneficiary Information
 Committee and Staff Lists
 Tribute Ads

 Sponsor Categories
 Full Page Ads
 Half Page Ads
 Quarter Page Ads

 Quantity: __________________________________________________________________
 Cover paper stock/color: _______________________________________________________
 Text paper stock/color: ________________________________________________________
 Finished Size: _______________________________________________________________
 Bindery: (Circle the desired bindery technique)

Perfect Saddle-stitch Side-stitch Spiral Velobind Wire-O 3-ring
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 Other finishing: _____________________________________________________________
 Ink colors: _________________________________________________________________
 Due date: _________________________________________________________________
 Content Outline: _____________________________________________________________
 Copy: ____________________________________________________________________
 Ad sizes: __________________________________________________________________
 Ad categories: ______________________________________________________________
 Delivery point: ______________________________________________________________

T-Shirt

 Material Color:
 Material: 100% Cotton  Cotton/Poly Blend
 Artwork Position:  Front  Back
  Artwork Colors:
 Quantities:    ____Small    ____Medium    ____Large    ____XLarge Total:_______

Working Schedule

Deadline Days To Event Date
Exclude weekends and holidays

Concept Approved ............................................................................................................. 69 __________

Ad Sales Blank ................................................................................................................... 68 __________

Invitation Copy Received (On floppy) ................................................................................. 69 __________

Invitation Draft Delivered .................................................................................................. 61 __________

Invitation Final Approval (pending sponsors names) ........................................................ 58 __________

Invitations Sponsors Names Received .............................................................................. 51 __________

Invitation Final Approval .................................................................................................... 50 __________

Invitations to Printer .......................................................................................................... 48 __________

Invitations Delivered .......................................................................................................... 40 __________

Ad Journal Text (non-ad) Received .................................................................................... 40 __________

T-Shirt Draft Delivered ....................................................................................................... 35 __________

T-Shirt Artwork Approval ................................................................................................... 33 __________

T-Shirt Artwork Delivered .................................................................................................. 29 __________

Ad Journal Text Draft Delivered ........................................................................................ 27 __________

Ad Journal Text Approval .................................................................................................. 23 __________

Ad Journal Ads Received ........................................................................................ 8 am, 23 __________

Ad Pages Draft Delivered ........................................................................................ 5 pm, 19 __________

Ad Journal Final Approval ................................................................................. 12 Noon, 16 __________

Ad Journal Disk to Printer ................................................................................. 12 Noon, 15 __________

Ad Journal Delivery ............................................................................................................. 1 __________
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Notes
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