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Production Department “Tool Kit ” Part IV 

 ​ ​ Metro Forms for LA Metro Production  
 
ALL APPLICABLE SCANNED FORMS/DOCUMENTS WILL BE POSTED IN THIS SECTION 
 
Marketing Forms can be accessed through myMetro site link here: 
https://lacmta.sharepoint.com/sites/Mymetrodev/marketing/Forms/Forms/AllItems.aspx 
 
 
 

●​ Communications Dept FY 20/21 Goals 
●​ Proofreaders marks 
●​ Glossary of Terms 
●​ Searching production document 
●​ Spanish Team-Photo Team 
●​ Photograph and Video Disclaimer 
●​ Photography and videography request form 
●​ Model Release and Consent English and Asian 
●​ Model Release and Consent English and Spanish 
●​ Image Release Form 
●​ Image Release Form Memo 
●​ How to send an email blast 
●​ Job Request Form (Green sheet from DS) 
●​ Communications Job Log (FM page) 
●​ Example email for picking up completed jobs- a. 
●​ Request for Mailing Service Pickup (form)- b. 
●​ Example email attachment (Distro List)- c. 
●​ Example Mailing Service Pickup 
●​ Memo Direct Mailer Print 
●​ Building Service Work Order (General Services) -p.41 
●​ FACILITIES MAINT(M-70 Form)  
●​ Communications Promotional Products Policy 
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●​ Metro Promotional Products Request Form 
●​ Regular TAP Card Request 
●​ Requesting Regular Blue TAP Card 
●​ TAP operations 
●​ Signage visual characters 
●​ Metro Operating Divisions and Other Major Facilities 
●​ Photography and videography request form 
●​ Explanation of filemaker 
●​ Getting started with filemaker 
●​ Bus Layout 
●​ Locating Cost Center Codes 
●​ Strategic Marketing Brief 
●​ Media Project Brief 
●​ Media Campaign Brief 
●​ General Standards 
●​ Memo FY 21 Communications Goal 
●​ Memo Change process (TBD - Amy to edit/ update) 
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Communications Department FY 20/ 21 Goals 
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PHOTO REQUEST FORM:  myMetro link: 
https://lacmta.sharepoint.com/sites/Mymetrodev/marketing/Forms/Photography%20Requ
est%20Form%20(Blue%20Sheet).pdf
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EXAMPLE:   
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MULTIMEDIA (VIDEOGRAPHY) REQUEST FORM:  myMetro link:  
https://lacmta.sharepoint.com/sites/Mymetrodev/marketing/Forms/Video%20Request%20
Form%20Yellow%20Sheet.pdf 
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EXAMPLE:   

 
     IV. Forms 
21 



 

Model Release form ENGLISH & CHINESE (front) *Should be provided by Photo Team* 
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Model Release form ENGLISH & CHINESE (back)
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Model Release form ENGLISH & SPANISH (front) 
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Model Release form ENGLISH & SPANISH (back)
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Image release form (1)
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Image release form (2)
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Image release form (3) 
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HOW TO: Send an e-blast (1) 
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HOW TO: Send an e-blast (2) 
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HOW TO: Fill out a Job Request Form (Green Sheet) in FileMaker 
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HOW TO: Read FileMaker reports: 
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HOW TO: Arrange a Mail Room pickup/ Delivery for a System Drop: 
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Updated/ current DISTRO LISTS for One and TWO- Drops 
 can be found currently in: 

 
Shade Drive>> Common files>> 000_DISTRIBUTION LIST  

 
(Feb. 2022) 
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HOW TO: Request things be moved/ installed in your area or Department  
 
All requests for services, whether routine or urgent (i.e. electrical, plumbing, air conditioning, 
etc.) should be phoned in at x2-4800. Work orders may also be emailed or submitted personally 
to the help desk located on the 15th floor.  
Forms link: 
https://lacmta.sharepoint.com/sites/myMetro/HCD/GeneralServices/Pages/Forms.aspx 
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HOW TO: Fill out an M-70 Facilities Maintenance form: See above for use 
Link to form: http://media.metro.net/resources/MAINT-70_FORM-REVISED_083019.pdf 
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EXAMPLE:  
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HOW TO: Order promotional products: Link to form: 
http://mymetro/Communications/Documents/Request_Form-Promotional_Ite
ms.pdf 
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HOW TO: Order a TAP Card: Link to form(s): 
https://lacmta.sharepoint.com/sites/Mymetrodev/marketing/TAP/Forms/AllIte
ms.aspx 
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(Link to Form on pg. 51)
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(Link to Form on pg. 51) 
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(Link to Form on pg. 51) 
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