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Creative Coaching: Download and Review Ad Builder Guidebook 
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Refresher: FY19 CoOp Program Architecture 
MEDIA MENU PROGRAM (MMP) FLEX GRANTS 

Execution Process 

NMTD CoOp Team provides: 
ü  Vendor negotiations 
ü  1:1 media planning consult with 

partners (& ad agency, if applicable) 
ü Custom production timelines & 

instructions 
ü  Insertion orders 
ü Creative trafficking to media vendors 
ü  Proof of placement 
ü Reporting 

Partner handles:  
ü  Vendor negotiations 
ü  Insertion orders  
ü  Vendor payments 
ü  Creative trafficking to media vendors 
ü  Proof of placement 
ü  Reporting 

Brand Standards 

ü All creative must meet New Mexico True brand standards as detailed on the Ad Builder Toolkit 
at media.nmtourism.org 

ü Any website url listed in CoOp advertising must feature the entity’s custom, “X is New Mexico 
True” logo above the fold 

ü All creative must be submitted via an Ad Creative Execution (ACE) Form at 
media.nmtourism.org (on time, per timeline) and approved by NMTD prior to trafficking 
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Tools of the Trade 

PRODUCTION SUMMARY 

•  Lists ALL of your MMP programs 

•  LIST OF DELIVERABLES, LINKS TO 
DESIGN TEMPLATES, VENDOR 
SPECS & SUBMISSION 
INSTRUCTIONS 

•  Printable 

PRODUCTION TIME LINE 

•  Lists ALL of your MMP programs 

•  VISUAL SNAPSHOT FOR RUN 
DATES & DUE DATES 

•  Printable 
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Production Summary 
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Production Time Line 
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ACE Form vs JotForm – When To Use 

Refer to Production Summary column “Deliverable Submission 
Instructions” 

FOLLOW LINK 
If it says ACE FORM with link to Tool Kit – you submit your deliverable(s) via an ACE  (Ad 
Content Execution) form 
•  Print Display 
•  OOH 
•  Radio 
•  Digital Display 
•  Video 

If it says Jot Form with link – you submit your deliverable(s) via that specific Jot Form 
•  Advertorial Special Sections 
•  Content Creation/Distribution 
•  Email 
•  Videography/Photography 
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How to Submit an ACE Form 
View Tutorial in HD at: https://youtu.be/GjGhSPBfceE  

MOST IMPORTANT STEPS TO 
SUBMITTING YOUR ACE FORM: 
 
•  Submitting your creative by due date 

•  Checking the status of your submission 

•  Making any required edits in a timely 
manner 
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How to Submit an ACE Form 

EXAMPLE: New Mexico Magazine a la carte – Feb 2019  

Refer to your PRODUCTION SUMMARY for Deliverables and Due Dates. 

View Tutorial in HD at: https://youtu.be/GjGhSPBfceE  

2 Deliverables!  
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How to Submit an ACE Form 

EXAMPLE: New Mexico Magazine a la carte – Feb 2019  

Go to http://media.nmtourism.org/ and complete an 
ACE form – filling in all the (required) fields with correct 
info. 

Be sure to upload ALL deliverables listed in Production 
Summary. 

View Tutorial in HD at: https://youtu.be/GjGhSPBfceE  

é  2 Deliverables!  ê   

HIT SAVE TO 
SUBMIT 
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How to Submit an ACE Form 

EXAMPLE: New Mexico Magazine a la carte – Feb 2019 

AFTER SUBMISSION – be sure to check your email and your Tool Kit account for updates on the status of your submission.  

View Tutorial in HD at: https://youtu.be/GjGhSPBfceE  

See your submissions by clicking MY 
CONTENT 

In the list of MY CONTENT, 
you can see status. 

IN PROGRESS = Edits needed 
APPROVED = All done! 

Open the line item to 
see any edits required in 

ADMINISTRATOR 
MESSAGE 
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How to Submit an ACE Form 

EXAMPLE: New Mexico Magazine a la carte – Feb 2019 

TO SUBMIT REVISED CREATIVE – submit to SAME ACE form by clicking on EDIT tab.  

View Tutorial in HD at: https://youtu.be/GjGhSPBfceE  

HIT SAVE TO 
SUBMIT 

Upload your 
revised creative – 
with revised/
updated file name.  
 
You can remove 
older versions if 
you want. 
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NM True Design Templates vs. Vendor Mechanical Specs 

NM TRUE DESIGN TEMPLATES: 

•  Use them as brand guidelines. This says WHAT YOUR AD 
NEEDS TO LOOK LIKE to be brand compliant.  

•  Find all templates in the TOOL KIT (link provided in Summary) 

•  The file format of the template is most likely DIFFERENT than 
the final deliverable.  

VENDOR MECHANICAL SPECS: 

•  Use them to create your final deliverable. This says HOW YOUR 
AD NEEDS TO BE BUILT – FORMAT, SIZE/DIMENSIONS, etc.  

•  Find all specs in your Summary 

•  Your final deliverable MUST MATCH the vendor specifications. 
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How to Submit a JotForm 

Refer to Production Summary column “Deliverable Submission 
Instructions” 

FOLLOW LINK & COMPLETE FORM 



NEW MEXICO TOURISM DEPARTMENT COOPERATIVE ADVERTISING PROGRAM – FY19 

DO 
NOT 

DELETE 

Page 21 

Post-JotForm Submission 

Content final 
for Launch 

Second/Final 
draft content 
review and 
minor edits 
with Partner 

First draft 
content 

review and 
edits with 

NMTD  

CONTENT 
CREATION 

(6-12 weeks) 

CoOp Team 
submits final 

assets to 
Vendor 

CoOp Team 
approves/edits 

submitted 
assets or 

responses 

Partner 
submits 
asset 

collection 
Jotform 

questionnair
e 
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Production Flow – Responses & Feedback 

What We Ask of You 

What the CoOp Team Manages For You 

•  Assets/Creative delivered on time and to spec. 

  SUBMIT DELIVERABLES BY DEADLINES LISTED IN SUMMARY 
•  Timely response on reviews and approvals. 

  MAX 5 BUSINESS DAYS FOR PROOFING; BUT SOONER IS APPRECIATED 
•  Constructive feedback that allows us to launch campaigns of which you can be proud. 

  BE CLEAR AND REASONABLE; MAKE FEEDBACK ACTIONABLE 

•  Supplying useful tools that provide all production specs and requirements in a practical format. 
•  Negotiating all production time lines with vendors and delivering all assets and trafficking all ads to vendors.  
•  Daily management of the production process, including managing the approval routing process. 
•  Providing launch communications so you know programs are live. 
•  Tracking and optimizing live media as needed.  
•  Collecting all vendor reporting and providing comprehensive summaries.  
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Your CoOp Team – Key Production Contacts 

WHO WILL YOU HEAR FROM and WHO TO CONTACT:  
•  Sabrina Wilson – Heads up Campaign Management/Ops for Co-op Program 
•  Michelle Johnson – Ongoing support with focus in organizing Content Creation 

program 
•  Casey Omang – Ongoing support across various programs 

•  Katie Olivey – Direction on overall Co-op Program, with focus on more over-
arching Brand Strategy elements that come up in creative production. Also the 
appropriate contact for Videography and Photography shoots, as well as Flex 
Program.  

You may also hear from Tania Leichliter, Andrea Lawrence, Erin Ladd and Brandy 
Velarde on occasion. But please direct co-op program production questions to the 
above contacts.  
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WEBINAR CONTENT 

THANK YOU FOR YOUR PARTICIPATION! 
This presentation will be available for download at 

 http://NewMexico.org/Industry/work-together/grants/co-op-marketing  
as well as https://nmtourism.smapply.io/res/p/Coopresources/   


