GRAPHIC DESIGN
REQUEST PROCESS

A simple, collaborative way to request design support

CIeiImmunicaiion * Better planning * Quality results



WHY A DESIGN
REQUEST PROCESS?®?

To improve communication and collaboration
To set clear expectations around timelines and deliverables
To support high-quality, consistent design work




THE FORM

Built in Airtable

o User-friendly and easy to
complete

o Guides you through what
information is needed

o Helps avoid follow-up
questions later
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GRAPHIC DESIGN REQUEST FORM

Design Request Form

This form Ip k

Basic Project Information

Project/Campaign/Event Name *

Target audience (tourists, meeting planners, locals, partners, etc.)

Project Owner Information

ion helps me know who is requs the project, who to contact with questions, and who will provide final approval.

Clear ownership helps keep pre S g on time.

Requester(s) * Department

4o

Approval Contact (If Different from Requester)

4L

Design Specifications

Please st all design pieces needed and how they will be used. Including sizes, formats, platforms, and quantities upfront helps ay

ons and dela



WHEN SHOULD YOU
USE THE FORM?

For ALL design requests, no matter how small
One-off items (flyers, graphics, edits, updates)
Campaigns with multiple pieces
Full projects that need planning and coordination

Submitting early helps with planning a



THE BENEFITS

HELPING THE REQUESTORS

o One clear place to submit requests

o More accurate timelines and
expectations

o Encourages collaboration, not
complexity

o Keeps projects moving forward
efficiently

GRAPHIC DESIGN REQUEST FORM

o The form helps clearly define

goals, audience, and timeline from
the start.

o Design decisions are guided
by yourpurpose, sales, events,
partners, or promotion.




& Graphic Design Design Request Management - Design Requests
Request Tracker -
W ] 177
Design Requests e 1 Coodness

Irving Gonventian Genter. Christins Mscarona

Design Calendar
nnual Update:
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Design Requests Overview 4
7 e = e Requester
E F=ois - Kayla Mansour

RARE Steak event Save
the date/invitation

Who will provide approvals?

Thomas Gandy

o Better planning and prioritization || |
o More efficient use of design time p—

Compl

o Clear project scope from the start ' -
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IRVING RESIDENTS

EXPRESS STRONG Print/Digital File Deadline Days Until Print File Due
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Print Quantity

like
P
Project Type File Formats needed: PDF. JPG,  Platform (If Applicable)
Fiyer PNG, editable file, etc _
PG PNG PDF
size(s) / File format(s) Required Logo
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GRAPHIC DESIGN REQUEST FORM



‘ Step 1

SUBMIT

STEP-BY-STEP:
HOW THE PROCESS WORKS

‘ Step 2

REVIEW

‘ Step 3

‘ Step 4

FEEDBACK

‘ Step 5

DELIVERY

Submit the Airtable
request form with

your timeline, specs,

and any helpful

assets or references.

Your request is
reviewed and
scheduled to ensure
clear priorities,
timelines, and next
steps are aligned.

Design work begins
based on the
approved details,
scope, and timeline
for your project.

Requestor will review
the design and
provide feedback,
with typically 2-3
revision rounds,
while larger projects
may require
additional rounds of
revisions.

Once approved,
final designs are
delivered in the
requested file
formats and are
ready for use.




LLABORATIVE PROCESS

THIS FORM IS MEANT TO SUPPORT EVERYONE
If something feels unclear or difficult or if you have ideas
to improve the experience, Please share your feedback!




WHERE TO ACCESS THE FORM:

In the Sales Portal

Through Staff Links

Via the QR code outside the Design office

From the link shared after this meeting
. Airtable
Recormmend bookmarking the page so

it’s easy to find when you need it
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https://airtable.com/app4z5zbOS6NAR3fK/pagS3WZRMIB3HPDly/form
https://airtable.com/app4z5zbOS6NAR3fK/pagS3WZRMIB3HPDly/form
https://airtable.com/app4z5zbOS6NAR3fK/pagS3WZRMIB3HPDly/form
https://airtable.com/app4z5zbOS6NAR3fK/pagS3WZRMIB3HPDly/form

REQUEST FORM QR:
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THANK YOU
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Genesis Avila
gavila@irvingtexas.com
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