
Seton Hall University

Flickr Gallery Request Form

Use this Flickr Gallery Request Form to prepare images for posting to Seton Hall University’s Flickr site http://flickr.com/photos/setonhall/. Please e-mail the completed form to webeditor@shu.edu.  Photography should be dropped off or sent via campus mail to 9 Presidents Hall. Additional instructions and information are listed below the form.

	Required Elements

	Field
	Limits
	Specification

	Gallery Title
	35 characters
	     

	Gallery Type
	
	 FORMDROPDOWN 


	Organization
	The school, college, division or department sponsoring the gallery.
	     

	Location
	The street address where the photos were taken.
	     

	Photo Tags
	Comma-delimited list of photo tags or keywords.
	     
All photos will be tagged with Seton Hall’s base tags:

shu, seton hall, setonhall, seton hall university, university, higher education

	Photographer
	Full name of the photographer
	     

	Description
	50 words (300 characters). See example.
	     
Note, all galleries will contain the following two universal links below the gallery description:
View all of the Pirate’s photos.
Add the Pirate as a friend or contact.

	Flickr Component 1.0


Additional Information

Instructions

1. Include only 1 gallery per request form.

2. Complete all fields in the Required Elements section.  The request will be returned to you if any one of the required fields is incomplete.

3. Do not e-mail photos. Please mail or drop-off a CD or DVD of full-size, high quality photos to 9 Presidents Hall. 

4. Observe all field size limitations.  The request will be returned to you if any limits are not met.

5. E-mail the completed request form to webeditor@shu.edu.

6. This form is only for creating Flickr galleries. If you also need the Web team to create an announcement on the shu.edu Web site, please file a separate Announcement Request Form.

Image Requirements

1. The Web team reserve the right to reject any photos that are deemed inappropriate or of insufficient quality.

2. Seton Hall University reserves all usage rights for any photos uploaded to Flickr.

3. Images submitted should be of high enough quality to generate a 4” x 6” print. Check your camera’s settings, but most can be set to superfine quality or large file size. Submit as RAW when possible.

Please allow 1-2 business days for processing. Advance notice of 1 week is encouraged.
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