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PROJECT REQUEST FORM

Complete this form and send it to your Dean or Director for approval. The Dean/Director must then forward this approved request form to cfcr@lonestar.edu. Requests will be processed in the order received. 

Please send any accompanying files for your project via attachment with this form. Files should be in Word format for text, or JPG, EPS or TIFF format for images. You are responsible for printing of flyers, posters, etc: by using our Print Shop or outside source.
All requests should be submitted with a minimum lead time to be completed prior to your deadline! 

	Type of Promotion
	Lead Time

	Online only (includes social media)
	1-2 weeks (3-4 weeks for extensive website changes)

	E-card/E-mail
	1-2 weeks

	Poster/Flyer
	4 weeks

	Monthlies
	6-8 weeks prior to publication

	Weeklies
	3-4 weeks prior to publication


	Project/Event Name:
	
	Requested By:

Phone:
	

	Project/Event Date:
	
	Approved By:

Phone:
	

	*Project/Event 
 Cutoff Date:
	
	Department/Division:
	


*Cutoff Date is when marketing for the event ends. By default it is the Event Date (or end of semester) unless you state otherwise
	PROJECT DETAILS
	
	
	

	 FORMCHECKBOX 
 Flyer (8.5 x 11)

Can also be used printed for metal signs (outside vendor)
	 FORMCHECKBOX 
 Poster (11x17) 

Posters for bulletin board and external marketing
	 FORMCHECKBOX 
 Hand Bills – 2 Up
 FORMCHECKBOX 
 Hand Bills – 4 Up     
	 FORMCHECKBOX 
 Brochure 



	 FORMCHECKBOX 
 FaceBook/Twitter
	 FORMCHECKBOX 
 Web Page
	 FORMCHECKBOX 
 TV Monitors
	 FORMCHECKBOX 
 Marquee

	 FORMCHECKBOX 
 E-mail Blast
	 FORMCHECKBOX 
 Week at a Glance 
	 FORMCHECKBOX 
 External Publication 
	

	 FORMCHECKBOX 
 Other:
	
	
	


	SPECIFIC INSTRUCTIONS

	 Please include in this section the date(s), time, location and description of the event/promotion as well as all pertinent information. All projects require complete information before project can begin.
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