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	Instructions

This form is to generate a new project of the Creative Communication Services (CCS) Unit. A new project is one that involves new content, media or formats. For a repeat of previous projects, or for projects that do not involve the creation of new content, media or formats, use form DT1240 or contact CCS staff directly.
Examples of New Projects:  new training video, new program brochure, creation of new series of signs.
Examples that are NOT New Projects:  signs from templates, edits to existing videos, updates of previous brochures.
The sponsor is the individual that initiates the project and is responsible for its deployment. The sponsor should complete Sections I & II and submit to: dotcreativecommunicationservices@dot.wi.gov. CCS will contact the sponsor to complete the remainder of the form and initiate a project. For more information on CCS services, visit: http://dotnet/ccs/index.htm. For project guidelines, timelines and charging policies refer to COM 101 in the Transportation Administrative Manual.


	Section I: Sponsor Information

	Sponsor
     
	Office Location (room, building, city)
     

	Division
 Exec DTSD     DTIM     DSP     DMV     DBM    
	Bureau or Office

     

	(Area Code) Telephone Number

     
	Email Address

     

	Charge Code (if needed for materials, travel or other expenses)
     
	Requested completion date (m/d/yyyy)
     


	Section II: Project Overview

	Title of Project

     

	Short Description of Project

     


	Section III: Project Information Interview

	CCS staff will contact the sponsor to complete the following information. Sponsors should consider their responses prior to the interview being conducted.

	1.  AUDIENCE … Describe the audience(s) for this project. Who are you trying to reach? What does your audience care about? Is the audience voluntary or mandatory? How do they prefer to receive communication?
     

	2.  MESSAGE … What are the key messages for this product? What are you trying to accomplish? Is the message inspirational, informational or something else?
     


	CREATIVE COMMUNICATION – SERVICE REQUEST – NEW PRODUCT (continued)
Wisconsin Department of Transportation        DT1240

	Section III: Project Information Interview (continued)

	3.  TONE … What tone or feel are you seeking for this project?  How do you want to be perceived? Is this creative, playful, professional, traditional, insightful, helpful, legal or something else? 
     

	4.  IMAGERY … Is there an existing logo or template that needs to be associated with this project? Are there specific colors, photos or shapes that should be used? Please note it is the sponsor’s responsibility to obtain copyright permissions.
     

	5.  MEDIA … What medium or media do you envision for this project (video, Web, publication, sign)? How does the media fit the needs of the sponsor and the audience?

     
	 Graphic / logo

 Poster / sign

 Publication

 Video

 Web material

      Other: 

	6.  ROLES … Who will be involved in the creation, production, review and approval of the project? Consider all roles, including testers, management approval levels, etc. Please note that the Office of Public Affairs must approval all external materials (see COM 104).

     
	 Needs Bureau approval

 Needs Division approval

 Needs OPA approval

 Needs external printing
 Needs to be posted to Web
      Other: 

	7.  SCHEDULE … What is the deadline for deploying this product? Is the deadline tied to an event or program need? What interim timelines will be needed for review?
     

	8.  COST … Are there material, supply, equipment or travel costs associated with the creation of this project (refer to COM 101)? 
If so, a sponsor charge code may be required. Please note that the Purchasing Section handles print procurement transactions.
     


	Section IV: CCS Staff Information

	Staff Assigned
     
	Date Form Completed (m/d/yyyy)
     


