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M E M O R A N D U M – Guidelines for Electronic Submission – Attachment F
  
TO:		Owners/Agents
 
FROM:        	DCA Compliance Department - Office of Portfolio Management
 
DATE:           	June 30, 2015
 
RE:             	Guidelines for Electronic Submissions and File Size/Picture Size Reduction
  
DCA is now requiring all owner/agents to electronically submit pre-audit information, tenant files, cure responses, and other requested Compliance Review documents to the DCA Compliance Department at the following email address:  Review.submissions@dca.ga.gov 
 
Please follow the instructions outlined below when sending files electronically to DCA: 

· In the email subject line, you must include the assigned DCA Compliance officer’s First Initial and Last Name, followed by the GA ID/Project number, followed by the Project Name, and the type of submission, see the Pre-Audit Checklist Item. 10 for more info.  

· For file naming, do not include the Compliance Officer name. Begin each file name with the Project ID number first, followed by the Project Name, and lastly followed by the file/response type.  The project name may be shortened or abbreviated, as necessary, to limit the file name to 25 characters or less.  Also, use CondensedTitleCaseFormat (no spaces are necessary in the file name). 

· File name, for example: 09-010HappyLanePreaudit or 09-010HappyLnTenantFile

· The file size of all attachments must not exceed 10MB per email message. Files may be zipped or compressed to reduce file size; we also provide instruction for compressing picture files on the following page.   
· Documents for more than one project cannot be combined or attached the in the same file or email, please keep each compliance review submission separate.   

· IMPORTANT FOR DATA SECURITY: Please redact/remove social security numbers prior to submitting files.

· Forms requiring signatures must be scanned and put into PDF format to preserve signatures.  

· Do not copy DCA Compliance staff on the email submission you send in



INSTRUCTIONS FOR COMPRESSING FILES OR CREATING A “ZIP” FILE




DCA recognizes that there are several owner/management agents that are experiencing problems compiling audit documents into a zip file when submitting these documents to the DCA submissions mailbox: Review.Submissions@dca.ga.gov 

Below are some instructions that may prove helpful:

A) Link for Video Instructions:
We have provided a link below to a short video, which is 78 seconds long,  which demonstrates  how to compress/zip, and uncompress/unzip and also how to extract files, click on the link below for access to the video:   

http://windows.microsoft.com/en-us/windows/compress-uncompress-files-zip-files#1TC=windows-7


B) Link to Microsoft Support:
*Suggested guidance for electronic submissions How to create and use compressed (zipped) folders in Windows.




See next page for reducing picture file size


INSTRUCTIONS FOR REDUCING PICTURE FILE SIZE

To reduce the file size of pictures, please follow the instructions below: 

Changing the resolution of a picture 
1. Copy and paste the picture into Word or Power Point.  Then, click the picture (s) that you want to change the resolution (i.e. The fineness of detail in an image or text produced by a monitor or printer.) and compress the file size of the picture. 
2. Under Picture Tools, on the Format tab, in the Adjust group, click Compress Pictures. 
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NOTE : If you do not see the Picture Tools and Format tabs, make sure that you selected a picture. You may have to double-click the picture to select it and open the Format tab. You may see the Drawing Tools tab, rather than the Picture Tools tab. 
 
You can change the resolution for the selected picture only or all of the pictures in the document.  In most cases, all pictures should be compressed in which case you should not check the Apply to selected pictures only box. 
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Click Options, and then under Target Output, click the E-mail (96 ppi) which is the best option for sharing picture files.
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Apply compression settings now

[ Eipply o selecied pictures only:
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Compression

Compression options:

‘Automatically perform basic compression on save:

Delete cropped areas of pictures

Target output:

Erint (220 ppi): excellent quality on most printers and screens
‘Screen (150 ppi): good for Web pages and projectors

E-mail (96 ppi): minimize document size for sharing
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