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Graphics Project Request
This form should be filled out by the Communications officer or designated approver in your area. Please contact the Graphic Design Unit if you need a DHS document number.         *Required field
A Document Title is required. Please enter a Document Title.
*
If the obsolete document will be replaced by another document, please check "Document revision."
When making a document obsolete, be sure to remove and/or update links in Division pages on the DHS Web site.
*
Who is your end user?*
*
A Document Title is required. Please enter a Document Title.
*
A Document Title is required. Please enter a Document Title.
*
*
*
*
*
*
*
Communications officer/
   Designated approver
*
*
Document format*
A Document Title is required. Please enter a Document Title.
Will this form be returned to the Electronic Document Management System (EDMS) for scanning?*
Please provide the following information:
Media type:
Color:
*
*
Will this be commercially printed?*
Is this a revision of a previously printed job?*
Where will the printed documents be stored?
Color:
Will this be in-house short-run duplicated?*
 Paper type:
 Paper size:
Sides:
Laminating:
Mounting to foam core:
(Based on previous entries.)
Will this be in-house large-format printed (larger than 11x17)?*
 Paper type:
 Document size:
X
Enter size in inches (Standard sizes are 24", 36" and 42")
Laminating:
(length of shortest side must be 24" or less)
Mounting to foam core:
(size for mounting must be 24"x36" or less - larger jobs may be sent to an outside vendor.)
(Based on previous entries.)
Will this be an electronic document?*
Document type:*
Will this be posted to eDocs?*
OR
*
*
Color:
Will there be an ADA statement in this document?* 
Provide phone numbers where needed.

ada_choice   
                     (with local, toll free, and TTY telephone numbers)This information is available in alternative formats to individuals with disabilities by calling your agency at (         )                    or (         )                   . TTY users can call directly at (         )                    or (         )                   . TTY users can also call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848. For additional assistance with legal rights and protections for equal access to human services benefits, contact your agency’s ADA coordinator.
                     (without any toll free telephone numbers)This information is available in alternative formats to individuals with disabilities by calling your agency at (         )                   . TTY users can call directly at (         )                   . TTY users can also call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848. For additional assistance with legal rights and protections for equal access to human services benefits, contact your agency’s ADA coordinator.
                     (without any TTY telephone numbers)This information is available in alternative formats to individuals with disabilities by calling your agency at (         )                    or (         )                   . TTY users can call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848.  For additional assistance with legal rights and protections for equal access to human services benefits, contact your agency’s ADA coordinator.
                     (without any toll free and TTY telephone numbers)This information is available in alternative formats to individuals with disabilities by calling your agency at (         )                   . TTY users can call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848. For additional assistance with legal rights and protections for equal access to human services benefits, contact your agency’s ADA coordinator.
                     (county worker)This information is available in alternative formats to individuals with disabilities by calling your county worker. TTY users can call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848. For additional assistance with legal rights and protections for equal access to human services benefits, contact your agency’s ADA coordinator.
                     (State Operated Services)This information is available in alternative formats to individuals with disabilities by calling us at (651) 431-3676. TTY users can call through Minnesota Relay at (800) 627-3529. For Speech-to-Speech, call (877) 627-3848. For additional assistance with legal rights and protections for equal access to human services benefits, contact the ADA coordinator through your treatment team.
Will this document have a language block?*

language_block_1   
Will this be

language_block_1   
Will this document be translated?*
Languages needed, if known at this time:
*
When you click the "Submit by Email" button, an email will be generated and automatically addressed to the people listed below. The email will contain a copy of this completed form as a PDF attachment.
Add any files that contain content (text, graphics, etc.) as additional attachments to the email if desired. You will need to click the "Send" button in Outlook to complete the email.
Drafts sent
Edits received
Help
Checking spelling
To check your spelling as you complete the form in Acrobat, use keyboard shortcut CTRL + K and choose the Spelling category on the left. Select the Check Spelling while typing option. This will cause Acrobat to display a red line under any words it considers misspelled. You may also click the Check Spelling button to check individual fields.
How to turn Auto-Complete on
To enable Acrobat to remember previously-typed entries for form fields, use keyboard shortcut CTRL + K, select the Forms category on the left, and then choose Advanced and Remember numerical data in the Auto-Complete section. The advanced auto-complete feature stores the information you enter into form fields and uses these entries to suggest relevant choices as you type into a field. If there are probable matches for a field, tabbing into that field will automatically display a list of them. If there is a very probable match, it will be entered in the field automatically. Pressing Tab while the pointer is over an entry in the list chooses the entry and moves to the next field.
If you have entered something in error and want to remove or edit it, use keyboard shortcut CTRL + K, select the Forms category on the left, and click Edit Entry List.
How to save this form
When you click the "Submit by E-mail" button, a PDF of the completed form will be automatically e-mailed to you, so there is typically no need to save a completed form. However, you may wish to save a partially completed form before you submit it. To do this, choose File > Save As to save the complete form with the data you've entered. You must be using Adobe Acrobat Standard or Professional version 7.0.5 or newer (not Adobe Reader) to be able to do this.
Restrictions for creating a form that is Reader-enabled to save
Users of Adobe Reader 7.0.0 or later can save filled-in forms with the form data if we have “Reader-enabled” the form with Adobe Acrobat Professional 8. This is a new feature of Acrobat Professional 8, and due to Adobe licensing restrictions for its use we cannot Reader-enable every fillable form. Specifically, the Adobe license agreement for Adobe Acrobat Professional 8 states that:
a.  We may deploy a Reader-enabled form to an unlimited number of unique recipients, but we cannot extract the form data from more than 500 unique instances of the form (even if the completed form is returned as hard copy) or
b.  We may deploy a Reader-enabled form to no more than 500 unique recipients, without limits on the number of times we may extract information from the filled-in form.
Because Adobe Reader 7 or later is required, and we often don't know enough about the audience and intended use of a particular form, we cannot routinely Reader-enable fillable forms that will ultimately be distributed to a wide audience via eDocs. We will only Reader-enable forms upon customer request, and then only once we have determined that the terms of the Adobe license agreement are being met and that the intended audience will have a minimum of Reader 7.
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