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form 
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)EDUCATIONAL SERVICE DISTRICT 112
DigitalEdge
VENDOR CHECKLIST FOR PRE-EVALUATING MARKETING MATERIALS BEFORE SUBMISSION


DATE:	<Put date here>
TO:	Bunny Stevens, Purchasing Specialist, DigitalEdge (e-mail to Bunny.Stevens@esd112.org)
FROM:	<Put your name and company here>
RE:	Request for approval for <product name(s)> marketing material

Instructions: 
You are required to submit any DigitalEdge marketing materials/information to me before publishing and distributing them. Before you submit the documents/ information, please take the time to review the material yourself, and complete this form. Evaluate your materilas by using the criteria in the first column on the next page. For each criterion, type the word “yes” or “no” under the column entitled Does it meet the criteria?, and type any pertinent notes in the last column. The last item in the checklist requires very specific information about the audience in specific states that you will send this marketing piece to. Save the document, and e-mail it, along with the marketing piece, to me at the e-mail address above. It is recommended that the graphic designer and the contract administrator for your company review and proofread this material completely before submitting it to the DigitalEdge office. It is also recommended that you have a third party read it to see if it is clear and reads smoothly. Corrections that are needed could delay your publication / distribution timeline.

The DigitalEdge staff will need a minimum of three (3) business days to evaluate your material and return them to you for further action. Please keep that in mind as
you think about your own deadlines for printing, publishing and distributing the marketing materials. Thank you!

Please answer the questions below.

1. Is this text for an e-mail blast (defined as an e-mail message that you will be sending out to a list of your potential customers), the DigitalEdge web page for special promotions, or both?  Please put an x on the correct line below.

	
	E-mail blast

	
	
DigitalEdge web page for special promotions

	
	
Both



2. Select the kind of promotion that you are offering.

	
	
Our special promotion offers pricing on one or more individual DigitalEdge products that is lower than the contract price.

	
	
Our special promotion is a specially-designed bundle that includes DigitalEdge products that have been packaged together, and where the bundle price offers a more competitive price than purchasing the products as separate components on the DigitalEdge contract.




3. Provide the following information that you’d like to share about your promotion in your e-mail blast or on the DigitalEdge web site. 

	Name of product or bundle you are promoting
	

	Your company web site for this promotion (if app)
	

	Part number for this promotional item (if app)
	

	What would the normal DE contract price be?
	

	What is the promotional price?
	

	Expiration date of this promotion
	

	States that can take advantage of this promotion
	

	Description of bundle   OR
Key product features and/or specifications
	

	Additional details regarding the promotion
	

	Contact information (names, e-mail, phone #s…)
	




Please use the following criteria to review and evaluate your message.


	
Criteria:
	Required for:
	Does it meet the criteria?
	
Notes column

	
	E-Mail
Blast
	DE Promo
Web page
	
	

	1. The DigitalEdge logo is displayed.
	Y 
(if your e-mail software supports it)
	N
	
	

	2. The DigitalEdge logo appears in its entirety and proportionately, and has not been cropped. The tagline is visible.
	Y
(if applicable; see note above)
	N
	
	

	3. The phrase, “Offered through Educational Service District 112” accompanies the logo.
	N
	N
	
	

	4. The marketing material / information submitted reflects special promotions on contract items and bundles that are better than normal contract prices.
	Y
	Y
	
	

	5. The states that the product categories were awarded are reflected accurately and in alphabetical order.
	Y
	Y
	
	

	6. The content of the piece is well organized and easy to understand.
	Y
	Y
	
	

	7. The document identifies the promotion’s end date.
	Y
	Y
	
	

	8. A link to the vendor’s web page about this promotion is provided.
	Y
	N
(recommended)
	
	

	9. The vendor’s contact information is displayed.
	Y
	Y
	
	

	List the groups of eligible purchasers that will receive this marketing document (Ex: K-12 schools, colleges and universities, public libraries, etc. Please refer to page 7 of the contract):


Please mark the states for the eligible purchasers who will receive this marketing material:
____AK    ____CA    ____CO    ____HI    ____ID    ____MT    ____NV    ____NM    ____OR    ____UT    ____WA    ____WY



