FLAGGED ITEMS – PHOTO BOOTH
WAREHOUSE:  Leave the tripod, monitor and printer out for inspection

Order # ________   Item: ______________    Issue #1: _________________________________________________ 

Clerk:  __________     Date: ______________
 Issue #2: _________________________________________________
INSTRUCTIONS:

1. ALWAYS complete #1 and #3 for all orders (Physical Inspection & Gallery Review)
2. Complete the section in #2 that describes the issue reported. (If multiple issues, do multiple sections). 
3. ***NOTE: Always test the PB using all components in the client’s actual rental. (Cords, etc)

1. PHYSICAL INSPECTION (ALL ORDERS)
A) MONITOR 

 Camera Lined Up with Hole

Tape on iPad is Secure

Power Cord Attached to iPad

Black Acrylic Intact – no holes / cracks / missing pieces

B) FLASH

Flash Works  

       IF NO: Insert new batteries.  Does the flash work now?  YES / NO
Flash Attached to Clamp (or glued onto monitor)

C) TRIPOD

 Tripod Opens / Extends Normally  

All 5 Knobs Intact

Bolt on Top of Tripod Intact


D)  ANY OTHER OBSERVATIONS ABOUT PHYSICAL CONDITION?

________________________________________________________________________________________

________________________________________________________________________________________

2. REVIEW ISSUE (Fill out section for specific issue only)
1. Physical Damage Reported
a. Do you see the reported damage?  NO / YES       ****Save photos of damage to dropbox****
i. If YES: Describe Damage: _______________________________________________________

1. Take a test photo.  Does the damage prevent PB from working normally?  NO / YES: ______________________________________________________________________
2. Artwork / Logo Issue
a. Check logos & themes. Are any uploaded?
i. LOGO:   NO / YES       
ii. OVERLAY IMAGE:  NO / YES
iii. BACKGROUND IMAGE:  NO / YES
iv. THEME:  NO / YES
b. Check Order & Production Jobs.  Does artwork on ipad match the artwork ordered?
i. YES:  Artwork on ipad matches both Order & Proof
1. Check for spelling, color, and layout/design 
ii. NOT COMPLETELY (matches Order or Proof but not both - explain):  ________________________________________________________________________
iii. NO:  Does not match Order OR Proof (explain): ___________________________________
3. Power Issue – Doesn’t Power On
a. Press HOME button (front screen of monitor). Does ipad turn on?  YES  /  NO
i. IF NO:  Press POWER button (Metal button on back of monitor).  Does ipad turn on? YES / NO
ii. IF NO: Plug in PB using client’s power cord.  Does ipad turn on within 10 min?  YES / NO
iii. IF NO:  Plug in ipad at your desk. Make calendar reminder to check the ipad again in 4 hours.
1. After 4 hours of charging, does PB turn on using HOME or POWER button?  YES / NO
a. IF YES:  
i. What is the battery level? ___________
ii. Take a test photo. Does everything work normally?  YES / NO
4. Battery Issue – Battery Doesn’t Hold Charge
a. Press HOME button (front screen of monitor). Does ipad turn on?  YES / NO
i. IF YES:  What is the battery level?  _________________
b. Plug in ipad at your desk. Make calendar reminder to check ipad in 4 hours.  After 4 hrs of charging: 
i. Does ipad power on when you press the HOME and/or POWER button?
ii. What is the battery level? ___________
iii. Take a test photo. Does everything work normally?  YES / NO 
5. Quality Issue: Poor Image Quality
a. Take a test photo (digital)
i. Is there any filter enabled?  YES / NO
ii. Does the photo look like normal quality?  YES / NO: ________________________________
iii. Send the test photo to info@rentmywedding.com.  Then log into FreshDesk to retrieve the photo.  What is the FD ticket number?  _____________________
iv. If this is a printer package, print a test photo, and also complete the next section below (“Printer Issue”)
b. If a filter was enabled: turn off all filters and then take another picture.

i. Does the photo look like normal quality?  YES / NO: ________________________________
ii. Send the test photo to info@rentmywedding.com.  Then log into FreshDesk to retrieve the photo.  What is the FD ticket number?  _____________________
iii. If this is a printer package, print a test photo, and also complete the next section below (“Printer Issue”)
6. Printer Issue
a. Any paper returned?     NO / YES: _______[qty sheets]       
b. Any ink returned (cartridges in sealed packaging / not including ink inside printer)?    NO /  YES: _____  [qty]        
c. Plug in printer (using original cord) and power it on.
i. Any physical damage to printer?    NO / YES
ii. Does printer power on?   YES / NO
iii. Any error lights?   NO / YES
iv. Is paper tray tab in correct position?   YES / NO
v. What is the current ink level?  _____________________  (plug into computer to verify)
vi. Connect to client’s photo booth monitor and take a test photo.
1. Any issues with the ipad or app?   NO / YES
If YES, explain:   ___________________________________________________________ _________________________________________________________________________
2. Any issues with physical print?    NO / YES
If YES, explain:   ___________________________________________________________ _________________________________________________________________________
7. All Other Issues: 
a. If issue does not fall under any category above, inspect PB as needed.  Add your notes below. If you are unsure about what to inspect or think additional review may help, notify a supervisor. 
i. WHAT DID YOU INSPECT? _____________________________________________________

___________________________________________________________________________

ii. WHAT DID YOU FIND? _________________________________________________________

___________________________________________________________________________

iii. ANYTHING ELSE TO NOTE ABOUT THE PB CONDITION?______________________________
3. PHOTO GALLERY REVIEW (ALL ORDERS) 
Review the camera roll on ipad and timestamps on photos:
a. How many individual photos taken during event? _______________

b. Date/Time of Photos:  First Photo ______________________ / Last Photo: _____________________

c. Any other notes about the photos taken?________________________________________________

******************************************************************************************************
WHEN FINISHED:

1. Place order back in warehouse: 

· TRIPOD:  Returns Cart

· PB Monitor & Printer:  Specialty Inspection area

2. Create a folder on dropbox with the Order #.
3. Take a picture of this form and save it to dropbox. Put hardcopy form in folder in office.
4. Save any pictures of damage to dropbox.  Staple any hardcopy photo strips to this form.
5. Open order on Rentmaster. Add a note:  [Today’s Date]: Inspection Completed
6. Set order status to “Follow Up.”

