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A. NOTEBOOK REQUIREMENTS 

Entry materials must be submitted in an ACEC 
notebook.  Entries must conform to the official notebook 
format.  No extraneous material shall be included.  It will 
be removed. 

Contact: ACEC/MS for details and notebooks 

The notebook must include: 

1. Original and one copy of the Official Entry Form (see 
the form included with the ACEC call for entries). The 
engineer or surveyor, clients and owner must all sign the 
official entry form, stating that the project was 
substantially completed and ready for use between Nov 
1, 2006 and October 31, 2008. 

2. Two copies of a one-page letter (addressed to 
ACEC) from the owner describing the relationship with 
the entrant in development of the project and in meeting 
and exceeding owner/client needs. 

3. Two copies of an Executive Summary, not to exceed 
one page – 8.5” X 11” with 1” side margins; minimum 12 
pt. Type, double-spaced – describing the problem and 
solution.  Project title and entry category should appear 
at the top of the page. 

4. Two copies of a project description, not to exceed 
five pages – 8.5” X 11” with 1” side margins – 
addressing a, b, c and d as listed below.  Project title 
and entry category must appear at the top of the page. 
Entrant may utilize text (minimum 12 pt.), photos, 
graphs, etc., within the page limit (additional pages will 
be discarded prior to judging).  An additional page at the 
back of the project description shall include the 
information requested in item e listed below. 

a. Role of the entrant’s firm in the project. 

b. Role of other consultants participating in the project 

c. Brief description of the entrants contribution to the 
project addressing each of the following: 

�� Original or innovative application of New or Existing 
Techniques 

�� Future Value to the Engineering Profession 

�� Social, Economic and Sustainable Design 
Considerations 

�� Complexity 

 

 

 

 

 

�� Exceeding Owner/Client Expectations (Include 
budgeted cost, actual cost, scheduled and actual 
date of completion information from entry form.) 

d. Describe in 50 words or less and in layman’s terms 
why this project is unique. 

 

e. Provide a list of key participants on the project.  
Provide firm name, address, phone number, website 
and email address of each participant.  Key 
participants should include contractors, 
subcontractors, other engineers, architects and 
other designers involved in the project. 

5. Two copies of a press release (up to two pages, 
double-spaced) clearly and concisely describing the 
project and the entrant’s participation in the project, 
reflecting on those factors listed in #4 above.  In 
addition, point out the value of the project to the 
community, identifying the number of people served, 
cost-saving and etc. 

6. One copy of six high-quality 8” X 10” unmounted 
glossy photographs.  These should consist of six 
different color photographs: three must be of the 
completed project and three should display the planning, 
start-up and/or construction phases.  All photographs or 
graphics must have captions on the back and labeled: 
Photo 1, Photo 2, etc. 

7. Entries in the category of Studies, Research and 
Consulting must be accompanied by a supplementary 
report containing findings with graphs, drawings, etc. 
inside the back cover of the black binder. 

8. One CD-ROM and Include:  

1.   All photos ( as JPEGs, 300 dpi, sized to 7.5” X 10”) 

2.   Photographic Panel Display 

3.   Executive Summary 

4.   Project Description  

5.   Press release - NO PDF’s please. 

 
 
 
 
 



B. NOTEBOOK SUGGESTIONS 

1. Press Release should be reviewed by someone not 
personally involved in the project to assure a readable, 
easily understood description in lay terms. 

2. Photographs could include at least one shot of the 
completed project along with planning, start-up and/or 
construction shots.  It is highly recommended that firms 
retain a professional photographer for the photographs 
used in the entry.  Where appropriate, people-oriented 
photos (showing people using the project) are 
encouraged. 

C. PANEL REQUIREMENTS 

Each Entry should consist of: 

1. One photographic panel, 30” X 30” square made of 
pop-up display material (or an equivalent), have a matte 
finish and laminated over the front and back.  Framed 
panels will NOT be accepted.  Velcro strips must be 
attached to the back for display purposes.  See ACEC 
Call For Entries for more details.  The panel should be 
prepared with high quality photo and graphics, with 
minimal text (250 words max). 

2. A maximum of six photographic images and/or 
graphics may be used on the panel.  Each photo or 
graphic should be a minimum of 7” X 5” or 35 sq. inches.  
A background photo is not considered a photo. 

3. Minimum 32 pt. type for text or descriptions and min. 
28 pt. type for captions and graphics. 

4. ACEC logo, (download from the ACEC website) title 
and location of the study/project, client’s name and 
location, and entering firm’s name and location 
(minimum 32 pt. type) should be shown on the front of 
the panel. 

5. The project title, category, firm name and address 
should also be shown on the back of panel. 

6. Leave a 2” x 2” blank space in the upper right-hand 
corner of the panel that is free of text or images but 
carries the panel’s background scheme through this 
space for ACEC’s coding.  Do not leave a blank white 
space. 

 

D. PANEL SUGGESTIONS 

 
Creative Point 
Scott Ingalls 
P.O. Box 320695 
Flowood, MS 39232 
601-842-7484 
 
Photo Images Portrait Studio 
804 Foley Street 
Jackson, MS 39208 
601-944-9909 
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