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	Graphics Design, Development, and Implementation Checklist



Description of Work to be Performed
	Project Name:
     

	Charge #:
     

	Date:
     


	Graphics Design Process
	Yes
	No*
	N/A*

	1.
Graphics requirements reviewed with customer/SME prior to initiating work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
Scope of work determined and POA&M established prior to initiating work.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
Rough drafts created and reviewed with SME and/or customer, as required.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
Media elements produced and incorporated into product.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.
Quality evaluated for conformance to requirements and technical accuracy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.
Repeat steps 3, 4, and 5 as appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.
Final product delivered.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.
Upon customer acceptance of product, original and copy of media (electronic and paper, if applicable) retained in contract file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.
All “rough” versions of media (both electronic and paper) destroyed except for original and deliverable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10.
Graphics Design Checklist completed and placed in contract file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



*Explain “No” and “N/A” entries:
	     


	Signed:
	
	Date:
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