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About

AdClub is a student-run agency. We work with on-campus
organizations and small or local businesses to create posters,
flyers, custom designs, websites, etc.

We promise a three-week turnaround for each project, unless the
project is a website. However, projects need to be completed in
two weeks to allow time for client approval and printing. This is
not a flexible timeframe, so it is very important that you stay on
schedule to obtain maximum visibility for each completed project.

For every client, the E-board assigns a team composed of an
Account Executive, an Art Director, and a Copywriter. For some
projects an Account Planner, an Interactive Designer, and/or a
General Creative are assigned. Each team reports to one Group
Account Director and one Group Creative Director. The Group
Directors are your source for any information regarding AdClub,
Adobe products, or design skills.
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PositionSummaries

Account Executive (AE)

The AE does not make the ads; she makes the ads possible. The AE
serves as the liaison between the creative team and the clients, it is
her job to make sure both sides needs are met.

Account Planner

The Account Planner examines primary and secondary research to
answer the tough questions about the client’s advertising problems.
The insights derived from the Planner’s findings will inform and help
shape the creative work.

Art Director
The Art Director serves as the specialist of the visual aspect for all the
creative work.

Copywriter
The Copywriter serves as the specialist of the written aspect for all
the creative work.

Interactive
The Interactive Manager stays in tune with Internet trends and
manages client’s websites and social media applications.

General Creative

The General Creative functions as a creative assistant, working
closely with the Copywriter and Art Director by contributing to the
concept and design of all creative.
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TheApprovalProcess

VP of Creative

N\

Group Creative Directors

N\

Art Director | Copywriter | Interactive

As an Art Director, Copywriter, or Interactive you are responsible

for sending your work to your assigned Group Creative Director to
be approved. Once your Group Creative Director approves your
work, he/she will send the work to the VP of Creative. After both the
Group Creative Director and VP of Creative approve your work, you
may send it to your Account Executive who will send it to the Client
for final approval. Once the client approves the work, your Account
Executive will send the final product to the client.

To learn which files should be sent to the Group Creative Directors
and clients see the Production section.

** Do not send creative files to the Account Executive until you have
received approval from the Group Creative Director **
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TheDeadlineProcess

THREE-WEEK TURNAROUND:

You must send your creative work to your Group Creative Director for approval by
mid-second week. Your Account Executive will provide you with a project completion
date.

EXAMPLE

If you are assigned the project on a Friday, you have two weeks from that Friday
to complete the work. Your work must be sent to the Group Creative Director by
Monday of the second week for approval.

Week 1

Friday (Start Project)
Saturday

Sunday

Monday

Tuesday
Wednesday
Thursday

Week 2

Friday

Saturday

Sunday

Monday (Send to Group Creative Director for Approval)
Tuesday (Make Revisions)

Wednesday (Make Revisions)

Thursday (Make Revisions)

Weelc3 **CLIENT APPROVAL AND PRINTING**
Friday (Project Due)

IF YOUR CLIENT IS SEMESTER-LONG:
Your Group Creative Director will provide you with a custom deadline calendar.
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TheCreativeProcess

Step1

Meet client and discuss project

Step2 CreativeStrategy
Complete the Creative Strategy (written by AE) and then sent to your Group Creative
Director for approval. (Make revisions if needed)

Step3 RoughDraft

Complete a Rough Draft and send to your Group Creative Director for approval. (Make
revisions if needed) **SEND .JPG or .PDF FILE ONLY**

Posters/Flyers should have 2-3 Rough Drafts.
Logos should have at least 10 Rough Drafts.

After your rough drafts have been revised and reapproved, meet with your client to
present and discuss your work.

Step4 FinalDraft

Make client’s desired changes and send your Final Draft to your Group Creative
Director for approval. **SEND .JPG or .PDF FILE ONLY**

This draft must also be approved by the Vice President Creative.

Step5 FinalProduct

Once your Final Draft is approved, send final product to your Account Executive for
Client Approval. The Account Executive will send the final product to the client.
(If needed, make client revisions) **SEND .JPG or .PDF FILE ONLY**

Step6 FinalProductCD

Account Executive sends Final Product CD to client and Group Creative Director. (SEE

PRODUCTION SECTION)
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ThelnteractiveProcess

Process for creating a website

Step1

Get assigned a client.

Step2 CreativeStrategy
Complete the Creative Strategy (written by AE) and send to your Group Creative Director for approval. (Make
revisions if needed)

Step3 SiteMap/NavigationGuide
Complete Site Map/Navigation Guide and send to your Group Creative Director for approval. (Make revisions
if needed)

**A Site Map is the hierarchy of the website. It organizes the order of the pages within the website.**
#**SEND .JPG, .PDF or WORD FILE ONLY**

Step4 WireFrame
Complete Wireframe and send to your Group Creative Director for approval. (Make revisions if needed)
**SEND .JPG or .PDF FILE ONLY**

**The wireframe is a simple sketch of the layout for the website. The wireframe should not include any
colors or images. “*

Step5 Comprehensive
Complete Comprehensive and send to your Group Creative Director for approval. (Make revisions if needed)
#* SEND .JPG or .PDF FILES ONLY**

#* After the Group Creative Director approves the work, send a .jpg or .pdf file to your Account Executive for
client approval.**

Step6 FinalWebsite

Complete Final Website and send to your Group Creative Director for approval. (Make revisions if needed)
#**SEND .JPG or .PDF FILES ONLY*#*

Step7 StyleGuide
Create a Style Guide

Step8 CodeTheWebsite

Code the website and send to your Group Creative Director for approval. (Make revisions if needed)
#**SEND COMPLETE WEBSITE FOLDER**

Step9 TestTheWebsite

Test the website and send the link to your Group Creative Director for approval. (Make revisions if needed)
#**SEND URL ONLY**

Step10 FinalWebFiles/StyleGuide
Account Executive sends FINAL WEB FILES and STYLE GUIDE to client. (SEE PRODUCTION SECTION)
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FOR BOSTON UNIVERSITY ORGANIZATIONS
1 ) Must include the Boston University logo (not necessary for logo designs)
2) Must include the AdClub logo (not necessary for logo designs)

3) Must say “Partially funded by your undergraduate student fee”

DIMENSIONS/RESOLUTION:

1 ) Make sure your Account Executive provides you with the correct dimensions of
the project. If not, make sure you ask them to ask the client.

2) For printing jobs, make sure the resolution is 300 dpi.

3) For Warren Towers / GSU displays:

Dimensions: 40" x 60"
Material: Duroclear, or its equivalent (if to be reused, laminate)
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FILE NAMES

ProductionContinued...

MonthYearClientName_JobDescription
(ex: 0911AdClub_Posterjpg // forSept.2011 AdClub poster)

FINAL WEB PRODUCT FILES:
two CDs Total:
one for the client
one for the group creative
director

all of the following formats should be in
the same folder:

.html

.CSS

Jpg [for all pictures]

.gif or .png [illustrations]

.psd file

If needed:
swf
.mov

Js

“*IF PROJECT INCLUDES DOWNLOADED
FONTS SEND A FONT FOLDER, WHICH
INCLUDES ALL DOWNLOADED FONTS**
“*MAKE SURE ALL WEB FILES ARE WEB
OPTIMZED**

FINAL PRINT PRODUCT FILES:
two CDs Total:
one for the client
one for the group creative
director

include the following formats:

Jjpg

pdf

tiff (for printing)

.png (for logos) [transparent background]
.psd (images/web) or .ai (logos/illustration/
text)

Jpgs for all photos

“*IF PROJECT INCLUDES DOWNLOADED
FONTS SEND A FONT FOLDER WHICH
INCLUDES ALL DOWNLOADED FONTS**



Stock photo sites:

1) www.masterfile.com

2) www.istockphoto.com

3) www.sxc.hu (free stock photos)

4) www.morguefile.com (free stock photos)

5) www.everystockphoto.com

7) www.gettyimages.com

8) www.corbis.com

9) www.dreamstime.com

10) www.bigstockphoto.com

11) www.fotolia.com

12) Feel free to use your own camera!

**If a photographer or illustrator is needed, please
inform your group creative director as soon as pos-
sible. **

**Most stock photo sites make you pay. If you need
a stock photo please contact your Group Creative
Director. **

vou ARE NOT exPecTED TO
PAY FOR IMAGES ON YOUR OWN.

Font sites:

1) www.dafont.com (free fonts)
2) www.misprintedtype.com

3) www.fonts.com

Design tools:

Arsenal -- Vector resource including brushes, tem-
plates, etc.

Texture King

Zen Textures

CGTextures --Textures, background images, all
great. Use them.

www.mayang.com/textures
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Resources

Inspiration:

1) Lurzer’'s Archive -- Print Ads of the Week; some of
the greatest creative work internationally that will
inspire you and make you a much better creative.

2) www.deviantart.com

3) www.coloribus.com/

4) www.hemmy.net/2006/10/15/creative-advertise-
ments-around-the-world/

5) www.smashingapps.com/2008/09/10/39-master-
pieces-of-creative-advertisements.html

Software Tips:

1) www.lynda.com

2) www.adobe.com/designcenter/

3) www.tv.adobe.com

4) http://psd.tutsplus.com/

5) www.smashingmagazine.com/category/tutori-
als/

6) www.photoshopstar.com/

7) www.tutorial9.net/

Web Design:

1) www.W3schools.com

2) www.coolhomepages.com

3) www.thebestdesigns.com/

4) http://bestwebgallery.com/

5) http://sixrevisions.com/web_design/16-best-
web-design-galleries-for-inspiration/

6) www.moluv.com/
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Kaylee Bates
President
kayleeb411@gmail.com

Claudia lao
VP Operations
cyiao@bu.edu

Alice Wang
VP Account Services
yualicewang@gmail.com

Brian Girer
VP Creative
brian.girer@gmail.com

Willemijn Huizing
VP New Business
wlhuizing@gmail.com

Jamie Chew
Interactive Director
jchew@bu.edu

Follow

buadclub

Susie Marquina
Treasurer
susie.marquina@gmail.com

Ashlyn St. Ours

Secretary
astours@bu.edu

Kelsey Mason
NSAC Director
kelseyleigh89@gmail.com

Group Creative Directors:

Jamie Chew
jchew@bu.edu

Claire Ha
claireha@bu.edi

Amber Luan
amber.s.luan@gmail.com

Group Account Directors:

Zach DelLuca
DZ10@comcast.net

Leanne Lewis
Imlewis@bu.edu

Jacob Beck
jacobfbeck@bu.edu
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