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Event Community Set-up Form
Version:  3.12
Available at  http://digitalcommons.bepress.com/reference/47/
Confidential.  Not for use outside your institution.

There are many options to consider when designing an Event Community in Digital Commons. The following form will help us determine the best way to accommodate your unique workflows and requirements. If you have any questions, please don’t hesitate to contact us for assistance. When you have completed this form, please return it to bepress Consulting Services at support@dc.bepress.com.
Learn more about how to manage events: http://digitalcommons.bepress.com/reference/23/.
Event Community Information and Workflow
The following fields help us build the Event Community and customize it to meet your needs.
	General Information

	Title for the Event Community:
	UVM Student Research Conference

	Event Abbreviation or Acronym:
(This will be used for your Event Community’s URL)
	uvmsrc

	Desired Launch Date:
	

	Schedule: 
If you have one, please provide a timetable or program for event(s). 
	

	Proposal Workflow: Will the Event Community be used to manage proposals?
	



Additional Notes
Any other comments about items specific to your site or workflow that you wish to bring to our attention? You may insert additional pages here if necessary.

Event Community Design
Before You Begin
Many Event Communities adopt the design of their host sites, while others have a unique design created for the event. Please choose one of the options below:
  Adopt the design and layout of the Institutional Repository hosting the Event Community. 
X  Have bepress create a unique design for the Event Community.
If you choose to create a unique design for your Event Community, you'll need to follow the design process outlined below. We recommend visiting some of the existing conference and event sites for a tour of the current designs. http://digitalcommons.bepress.com/repository-software/conferences/
The Design Process 
The process is optimized to deliver a professionally designed Event Community. We provide you with up to three design iterations to reach that goal:
· First iteration: bepress Consulting Services works with the Design and Technical teams at bepress to create a mock-up (jpeg format) based on your completed questionnaire. The Design team may ask for additional information before preparing the first iteration.
· Second iteration: Once you receive your first mock-up, you may want to make minor changes or provide feedback to hone the design. The design team will incorporate these requests into your second mock-up.
· Third iteration:  If further changes are necessary, you may request a third iteration. Once this is complete, you may choose from any of the completed iterations for your final design.
· Changes requested after the third iteration may incur fees and delay the launch of your Event Community. If you have questions about this, please contact bepress Consulting Services.
NOTE:  To help ensure everyone’s satisfaction with the final design, and to avoid additional fees and delays, we recommend that you gather feedback from all of the Event Community's design decision-makers prior to returning this document to bepress Consulting Services.
Logo and Images
If you would like to have a logo, and/or other graphics for use in the design, please indicate their location so we may incorporate them into the mock-up. Please make sure that your logos and images are properly licensed for use with your design.
While we can accommodate a wide range of images, we prefer high resolution (above 72 dpi) images in .eps or .png format. 
NOTE:  bepress will incorporate your images in the design but cannot provide or create them for you.
Choose from the following:
 Logos/images have been sent by email.
 Logos/images are available at http://_______________
Header Banner Options
Select one:
X Please match the following source site: http://www.uvm.edu/~uvmsrc
 We have created our own banner.* I am attaching a mock-up.
 Have bepress design one for us with the images we have provided.
* If you plan to create your own header banner, please request the Photoshop template from Consulting Services. Banner width should be exactly 980 pixels. 126 pixels is the preferred banner height. .eps or .png files are preferred. Do not compress your image file for the web. Our design team may need to make some alterations to your design to work within our template parameters. 
Site Layout
	
Sidebar 
(select one)
	
Navigation Tabs *
(select one)

	[bookmark: _GoBack]X Left-aligned
	 Above header

	 Right-aligned
	 Below header


* Navigation tabs are the Home, About, and FAQ tabs in the upper corner of most DC sites. 
Site Typography
When designing your site, we will use the web-safe typefaces that match your listed source site. If you have asked us to design a site from scratch, we will make a selection that complements your site. If you have any specifications, please list them in the Custom Work section at the end of this form.
Custom Work
Please let us know if you have any custom design requests. You may insert additional pages here if necessary. Feel free to contact bepress Consulting Services Monday-Friday 8:30-5:30 PM Pacific  (510) 665-1200 ext. 2 or email anytime at support@dc.bepress.com.
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