Project Request Form

If you e-mail this request, you must also send me a hard copy with the appropriate Dean’s signature of approval.

Requested by ________________________________________________________________________   

Dept _____________________________________  Extension _________________________________

Dean’s Approval ______________________________________________________________________

Date requested ____________________________  Date needed by ______________________________

Project(s) needed: ____________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

1. Who is the audience for this project?

2. Is the project: 
______ new  
______ updated annually 

a. If the project is updated annually, what is the project’s name ___________________________

3. How many do you need printed? ______________________ 

4. Are you mailing this? 
_____ yes 
_____ no   

5. Is there anyone else who needs to see a draft of this project? __________________________________

6. If this is an ad, have you enclosed ad sizes/info/contact info? _________________________________

Comments/questions ____________________________________________________________________________________

____________________________________________________________________________________

Please allow 3-4 weeks for the project to be completed. I will make every effort to complete your project in a timely manner. Thank you for your cooperation. 

