	[image: image1.jpg]Mayor s Office of Q

CULTURAL AFFAIRS





	Photo Submission Form


	Artist/Organization Name
	     

	Funding Program


	 FORMCHECKBOX 
  CityArtist Projects
 FORMCHECKBOX 
  Civic Partners

 FORMCHECKBOX 
  Neighborhood & Community Arts

 FORMCHECKBOX 
  smART ventures
 FORMCHECKBOX 
  Youth Arts

	Project/Program Year
	     


You do great work.  We love to show it off.  We may feature your photos in our annual report to the community, on our Web site or in our monthly e-newsletter. Quality counts, so be selective. 
How to Submit
You may submit photos via e-mail, CD, DVD or prints via snail mail. As high-resolution digital images are large files, CD or DVD delivery is preferable. All images must be accompanied by this photo submission form.  It is important that we receive detailed caption and photo credit information. Please provide caption information using this form. 

Please e-mail or mail photos with this submission form to the appropriate project manager. The project manager’s name and contact information is at www.seattle.gov/arts under the Funding program.
Please submit a digital copy of this form saved to a disk or emailed with your photos.
Photo Guidelines

We prefer to receive digital images. Please submit digital images at the highest resolution possible. 
For print use, images should be at least 300 dpi (dots/pixels per inch) at a print size of 8 inches wide x 10 inches high, which is equivalent to 2400 x 3000 pixels. Acceptable file formats are Photoshop (PSD), TIFF and JPEG. 
We also accept low-resolution or smaller digital files, which generally reproduce fine on a computer monitor/the Web. We can accept hard-copy prints. If you want us to return the prints, you must provide a self-addressed envelope with sufficient postage.
Required Authorization for Use of Your Photos
Individuals and organizations who sign a contract for service issued by the Office of Arts & Cultural Affairs authorize the Office to reproduce any images you provide us in print, digital and all other media, and affirm that such artwork is free and clear of any lien or encumbrance that may interfere with its use by the city of Seattle. Those who submit photographs of children under 18 acknowledge that they have secured all required releases, consents and parental permissions.
Photo Information – Please Provide for All Images Submitted
If you are submitting multiple photos of the same event by the same photographer you may fill out one caption field. In this case, please indicate all applicable photos in the file name field (i.e. images 1-10).
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If you have caption information for more than 9 images, please open a new document of this form.
