	Check Sheet for Project

	___X__ Cover 
	Create an attractive cover that conveys the theme of your project. This does not need to be in addition to the individual components below. You may manipulate parts of your project and use that as your cover. 

	___X__ Check Sheet 
	Complete and place this check sheet in your project portfolio. 

	__X__ Component 5 (last item to create but should be placed at the front of your portfolio,  right after the check sheet, if turning in a printed copy)

 
	Summary Report

· The Summary Report should be placed immediately after the Check Sheet  if submitting a printed version of the semester project. 

· Place your summary report on the letterhead you created for Component 1 

· Your summary report should address each of the following issues: 

· A description of your assigned task/problem. 

· Your solution to the task/problem. 

· Your intended audience. 

· The message that should be delivered through the piece. 

· Your thoughts on how well the piece delivers the intended message. 

· A description of where your text and graphics came from. 

· A description of the programs used to create the piece. 

· A description of any limitations, problems, or other relevant issues. 

· The central theme and purpose of your portfolio

· Discuss how you incorporated basic design concepts into your portfolio, i.e. balance, proximity, contrast, alignment, repetition, white space, type styles and color. Although you don’t need to discuss every single use of these elements you should discuss your basic approach to their use and include reference to a few examples in your project. 

· Summarize your overall impression of your work and comment on areas that you especially like and also areas that you think still need improving. List some ideas on how you would improve them if time allowed. 

	_X__ Component 1 
	Letterhead, Business Card, Envelope and Form 
(survey, invoice, purchase order, etc.)

· You will need to create a logo for your organization that you can use on each of these pieces. 

· A standard business card measures 2 x 3.5 

· A #10 envelope measures 4 1/8 x 9.5 

· Your letterhead should be developed for standard 8.5 x 11 paper size. 

· The form may be placed on your letterhead, although you may want to consider a landscape version. 

· The form should incorporate the use of check boxes, lines, text and have a professional look. Examples of forms could include: invoices, purchase orders, questionnaires and survey forms. 

	_____ Component 2

                      

        
	Newsletter or newspaper  

· Should be either 4 or 8 pages in length. This is to allow for it to be printed and assembled in a two-up saddle stitch type layout. 

· Should be textual in nature as opposed to graphical. This doesn't mean you won't use graphical elements (as in component 2), it does mean the focus of you work will be on text manipulations. 

· Complexity/intricacy in the layout is expected. \

· Include the use of multiple columns with intricate layout. Simple two column format used throughout your newsletter would be insufficient. The layout should demonstrate that you have good skills manipulating layout using text boxes and columns. 

· This will include the use of linked text boxes. 

· Use a central theme/genre. 

· What colors will you use. Since you are preparing this for printing you should work with CMYK colors. 

· Your Newsletter needs to include a Masthead, a Table of Contents, an Issue Information Line, page numbers, a Meet The Editor section and a portion that is reserved for a mailing address. 

· The issue information line should appear on each page. 

· Consist of at least 5-6 stories. At least 2-3 of them should start on the first page and then be continued on subsequent pages. Remember to use continuation lines. You may copy your stories from internet articles or other sources, the stories should be related to each other and your overall theme. Make sure to site the source of your stories within your Newsletter. 

· Include a Table of Contents on the first page. 

· Select your fonts-purposefully choose what fonts and font styles you will use for the body text, main headings, sub-heading, table of contents, etc. 

· Create and use at least four styles, one for each of the following: Main Heading, Sub-heading, Body and Captions. 

· Incorporate the use of Pull Quotes within your newsletter. 

· Include a picture of yourself as the editor within the newsletter along with a little data that relates to you as the editor of the newsletter. 

· Consider the use of a background imaged (this would be done as a watermark) or background color. Simple white backgrounds are not very interesting. 

· Consider the use of Drop Caps, rotated text, borders and shading where you feel they would improve your graphical look. 

· Review your nameplate (masthead) and issue information line for completeness and appropriate information. 

· Review the design of your newsletter and make any needed changes to it in order to create a professional appearance. 

	
	

	__X_ Component 3
	Right Angle Fold into a Tri-fold Brochure 

· Include a section for mailing information. 

· See sample under the Project Example link to understand what the structure should look like. The intent is that this is slightly more complicated then just a simple tri-fold by incorporation of the right angle fold. 

  

	__X__ Component 4

           
	Magazine Advertisement

· Make sure to incorporate the 5 items of an effective advertisement. 

· In order of priority: 

· Strong Image 

· Headline 

· Quick/Simple Message 

· Call to Action 

· Logo or Name 

  

· Try and use a good attention grabbing image ("cover shot"). 

· Apply Photoshop features that you have learned throughout the semester to create a visually interesting advertisement. 


 

