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	COLLEGE RELATIONS PRINT MATERIALS WORK REQUEST

	

	PROJECT NAME
	     
	DATE
	2/3/2009 FORMTEXT 

10/30/06


	CONTACT
	     
	PHONE EXT
	     

	E-MAIL
	     
	
	

	DEPARTMENT
	     
	DATE NEEDED
	     

	BUDGET CODE
	     
	
	

	DEAN APPROVAL
	     
	
	

	
	
	
	

	PRINT MATERIAL REQUESTED (Click appropriate box)

	FLYERS/POSTERS

 FORMCHECKBOX 
 FLYER 8 ½” x 11”

 FORMCHECKBOX 
 POSTER 11” x 17”

 FORMCHECKBOX 
 COLOR      FORMCHECKBOX 
 BLACK/WHITE

Quantity       
Quantity       
POSTCARDS

 FORMCHECKBOX 
 4” x 5 ¾”

 FORMCHECKBOX 
 5” x 8”

 FORMCHECKBOX 
 COLOR      FORMCHECKBOX 
 BLACK/WHITE

QUANTITIES       
 FORMCHECKBOX 
 BROCHURE (Requires meeting     

and Dean and VP approval)
 FORMCHECKBOX 
 COLOR      FORMCHECKBOX 
 BLACK/WHITE

QUANTITIES       
 FORMCHECKBOX 
 OTHER

TEXT and/or SPECIAL INSTRUCTIONS

     
** PLEASE READ **

· Please submit all requests via the work order request form with enough lead time to include design and printing. 

· If possible, please submit 3-4 weeks prior to deadline (IF APPROPRIATE TIME IS NOT GIVEN – JOB SUBJECT TO REFUSAL). 

· Please allow 3 - 5 days for flyers/posters,  and 7-10 days for postcard and brochure printing. 

· Production time may vary depending on the department workload.

· Please have a specific deadline in which you would like to have printed piece in hand, this includes any drafts needed for meetings.

· Include budget code for any printed material when submitting job.

· All jobs must be approved with the Dean before beginning. 

· All print materials must be approved by Vice President before going to print.










