
These guidelines will help you to provide me with quality images and information so I can produce the best 
possible prints and mounting options. There is not really anything technical in these instructions but if you’re 
not comfortable with resizing or saving in different formats; I will take care of that for you. 

These instructions are broken up by things that need to be printed and things that you already have created and 
only need mounted. Your images will be professionally edited and prepared to be printed. If you have a tangible 
artwork that needs to be mounted, we will be preparing the mounting and framing for your artwork. 

* Your company may be doing a “print only” program. In that case, reach out to your program sponsor if you 
have other artworks that you would like to mount and submit for exhibition on your own. 

These are the easiest to work with since you have the original digital file that you can upload. You do have the 
original right? We’re not so concerned with the megapixels of the camera you took it with as we are with the 
quality of the image itself. These are the most common scenarios I encounter.  

You took the photo with your phone 
Assuming your phone has an average of 12 megapixels which most now have at least that; I can print the 
original image at 16x20 and possibly even as large as 24x36. However; if the only copy you have is the version 
that you posted to facebook or instagram; then 11x14 might be the largest quality print I can make from it. 

ALWAYS UPLOAD THE ORIGINAL IMAGE FROM YOUR PHONE IF YOU HAVE IT. If you can’t figure out how to get 
it over to your computer from your phone; let me know and I will email or even text you a link where you can 
send it to me directly from your phone. 

EmployeeArtProgram.com

ARTWORKS TO PRINT - Photography and Graphic Renderings

ARTWORK SUBMISSION INSTRUCTIONS

Artworks that need to be printed Photography and graphic renderings

* Existing artworks that only need to be mounted Other 2D artworks - paintings drawings, unique prints

* You will need to have a wall mount on these 
artworks already

Other flat art such as metals or textiles that you have 
prepared to be hung on a wall 
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You took the photo with your DSLR, Mirrorless, or Medium Format Camera 
Great. You probably have the raw file or jpeg stored on a hard drive or memory card. You can upload the original 
file directly into the submission form on the website. I can work with any kind of raw format regardless or 
camera model or brand. 

You have edited the photo or designed a graphic and want me to reproduce it just 
exactly as you have it 
I can work with a JPEG if that’s what you have. For the highest quality print, upload a TIFF in AdobeRGB color 
space. I will soft proof the image based on the media chosen for printing.  

Only available if you are part of a full program where I am coming to your site to hang artworks in person.  

I will prepare a frame, stretcher bars, or other mount for your artwork and prepare it to hang when I am on 
site. Stretcher bars and framing mouldings will be cut precisely based on these measurements.  
FOLLOW THESE INSTRUCTIONS EXACTLY!! SUBMISSIONS WILL NOT BE ACCEPTED THAT DO NOT FOLLOW 
THESE INSTRUCTIONS. 

1. Upload a snapshot showing the artwork itself 
2. Then upload snapshots of your artwork with a measuring tool next to it 
3. Add notes about measurements - measurements for each piece, also are you measuring in inches, cm, etc.  
• Lay a measuring tool against one long side and one short side of the artwork, take a photo, and then upload a 

photo of each just like you see below.  
• It doesn’t matter what your measuring tool is but please do tell me if your measuring tool is marked in 

inches, millimeters or centimeters since it might be hard to tell from your photos. 
• Submit an image with measuring tool beside it for each artwork you are uploading.  
• DO NOT just upload a snapshot of your artwork and then leave measurement dimensions in the comments. It 

is too easy to misread a tape measure or simply type the numbers in incorrectly; a tape measure next to your 
image for scale will be the most accurate.  

Please upload photos just like these examples. 

EXISTING ARTWORKS TO MOUNT - Paintings, Drawings, Unique Prints
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 EXISTING ARTWORKS Instructions Continued

If your canvas, drawing paper or other 
media won’t lay flat, tape down the edges 
onto a floor or table so you can take an 
accurate measurement of the artwork laying 

Do the same for 

any unique pieces 

including drawings 
and canvas that 

have not already 

been stretched or 

mounted.  

For canvas I need to see a measurement across the front of the image to determine where the image can 
wrap around stretcher bars. If wrapping the image would mean losing some important information in the 
picture; I can mount it on a hard board. Either way, I need to see a measurement on the front like this 
example below. 
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