Project Request Form
No publication will be produced without appropriate information below

	Title of project


	Date needed

	Contact person


	Date of request

	Phone
	Department

	Audience
	

	Delivery Instructions
	

	
	

	
	

	Quantity
	


Please submit one of the following WITH THIS FORM:

-COPY (exact wording in Microsoft Word on disk or as an e-mail attachment

-MAIN COPY POINTS if you would like Communications to assist you with the copy

-REVISIONS to a repeat project

We CANNOT start work on a project or put it on our production schedule until we receive all copy information. Please contact the Marketing Communications Department with any questions.

	Please use the following time table as a guide for planning your project:

News Releases- The Wednesday prior to the local paper’s publishing date

Catalog/Booklets- 2 months

Posters- 3 weeks

Brochures- 5 weeks

Postcards- 3 weeks

Business cards- 2 weeks

Reprint of item (with corrections)- 3 weeks

Reprint of item (with no corrections)- 2 weeks

Photo shoot- 2 weeks (depending on weather, availability of subjects, etc.)

Web Assistance- 48 hours

Most web updates should be completed by the department themselves. If you or your department would like to participate in a training session, please contact us.

	FOR MARKETING COMMUNICATIONS OFFICE USE ONLY

Marketing Communications Office Approval___________________________________Today’s Date_________

Date this form received by Communications:


Proofing Policy

All material that goes out in the College's name should adhere to the below standards and requirements. 

1. All material should undergo an initial scrutiny: 

      - Each different text box should be spell checked using the ‘CTRL + I’ tool or 'F7.' 

      - Only pre-made logos may be used. If other logos are used, they must be removed.

      - The creator of the document should proof it for both content/intent and readability.




 (Tips for proofreading: slowly read the document aloud; read the 




  document backwards to check spelling, and read from a printed copy, not 



  off a screen) 

2. Following the initial scrutiny, all materials should be proofed by at least three different people. At least one proofer should be the vice president of the department or the vice president’s designee. 

      - After any edits are made, the documents should again be proofed by two people.

      - The approval of the vice president will be the final approval before the document is published.  
3. Once sent to the printer, it is require​d that we receive proof copies for each project. 

      - This proof is again double-checked for errors.


Document is proofed and to be printed:

X_____________________________

Department:____________________

Date Signed:____________________


Date Sent to Printer:_____________

