Job Request Form

Complete and submit the form below prior to your initial meeting with Creative Services. If you have questions or need clarification on a particular question, please don’t hesitate to contact us. 

Date:	Requested by:
Department or program: 
Campus phone:	[image: ]E-mail address: 
Job name:
Quantity:	Budget amount:
Delivery deadline:
Delivery location: [image: ] 
Final approval required from: [image: ] 

Project Goals
Complete the Creative Brief to identify and provide us with your project goals.

[image: ]Project Details
Is this:
[image: ] A new publication?
[image: ] A redesign of an existing publication?
[image: ] An update of an existing publication? (No redesign necessary)
[image: ] Reprint without any changes?

If this is a new project, what type of format would you like?
[image: ] Flier
[image: ] Invitation
[image: ] Announcement
[image: ] Brochure
[image: ] Booklet
[image: ] Newsletter
[image: ] Poster
[image: ] Other 
[image: ] 
Would you like the piece to be:
[image: ] One-color?
[image: ] Two-color?
[image: ] Four-color?

What is the intended shelf life for this piece?
[image: ] 
Do you have content available?
[image: ] Yes
[image: ] No

If no, would you like Creative Services to write it? 
[image: ] Yes (additional cost)
[image: ] No

Do you have photos or other art to support your message?
[image: ] Yes
[image: ] No

Do you have any other comments or questions you would like us to address?
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