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Creative request process:
· Complete request form (Options: integrated brief for big campaigns, project request for smaller projects)
· Submit creative brief to traffic@latimes.com
· Traffic team receives the request. Traffic reviews brief to make sure enough communication is provided to move forward, such as the purpose of the campaign or project, the message that we want to convey and who the target audience is.  Dependent on the information provided, Traffic will continue with opening the job or returning to the client for more info.
· Traffic opens the jobs and assign, a copywriter, a designer and a developer as needed.  
Depending on the scale of the request, a meeting may be required.  Traffic sets meeting with client and creative to discuss direction.
· Traffic assigns job number for EVERY deliverable.  Traffic must back track from deadline and set milestones (copy, design and production) for each deliverable.
DEADLINES:
· Standard Project turnaround time: 10 business days
· Integrated campaigns turnaround time: 3 to 4 weeks
· Creative will provide layouts to traffic for internal routing: ACD, Copy; ACD, Design; VP Marketing
· Once layouts are approved internally, traffic will route to client.  Client is responsible for routing to all stakeholders (i.e., Adv. Sales, editorial, Brand Publishing, Circulation, and Publisher).
· Once initial design layouts have been fully approved (internal and external), creative will work on building additional print sizes, digital units, emails and web coding (depending on the scope of the campaign) or print production.
· Traffic then distributes final deliverables to the client, send off to print production if necessary or schedule placement through the media specialist.
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Contact Name:      
Ext:      
Dept:       

Project Name:      
Master Creative Brief:       

Previous Job Number: (Required for exact reprints and pickups)       

Today’s Date:      
Date for Final Concepts: (Min. 2 weeks from Today’s Date)      
Date for Final Deliverables:      

Project description: (Please include previous job # if revision)

     
What is the purpose of this piece? (Call to action)

     
What are the copy points specific to this communication?
     
What elements must be in your communication? 

 FORMCHECKBOX 
Logos:      
 FORMCHECKBOX 
Dates:      
 FORMCHECKBOX 
Contact Information:      
 FORMCHECKBOX 
Other:      
Production-only requests:
 FORMCHECKBOX 
Exact Reprint (No changes; job # required)
 FORMCHECKBOX 
Section Blow-ups or Digital Poster


Section/pub date or project:      
Size(s):      
 FORMCHECKBOX 
Premium/Merchandising (Logo-only requests) 

 FORMCHECKBOX 
Signage (Logo-only requests)

Size(s):      
 FORMCHECKBOX 
35mm Slides (Logo-only requests) 

 FORMCHECKBOX 
Photographic Services

What is required:       

 FORMCHECKBOX 
Other: (Be specific)      
Order information: 

Budget:      
Quantity:      
Delivery Instructions:      
Cross Charge Account Number: 31000-     
PLEASE EMAIL THIS FORM TO: traffic@latimes.com 

The Traffic Coordinator will let you know which creative team is assigned to your project. 
