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PROJECT REQUEST FORM

All requests should be submitted 3-4 weeks prior to your deadline! Production time will vary depending on the department workload and other priorities – be sure to give us the time to complete your work. A complete list of estimated production time guidelines is available at http://lonestar.edu/18257.htm.

Complete this form and send it to your Dean or Director for approval. The Dean/Director must then forward this approved request to cfcr@lonestar.edu. Requests will be processed in the order received. Brochures also require a meeting with the College Relations Director and must be approved by the appropriate V.P. 
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 now responsible for your own printing requests of flyers and posters! Once College Relations has created the art work, you must fill in a Print Request form from the print center. This request must be printed out, and signed by your division/dept Dean or DOM.
	Project/Event Name: 
	
	Event Date:
	

	Contact:
	
	Ext:
	

	Division:
	
	Department:
	

	Budget Code:
	
	Cutoff Date*:
	


*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)
Use this request for metal sign holders (printed at TLC).
	 FORMCHECKBOX 
 Poster* (11x17) 
Posters for bulletin board and external marketing.
	 FORMCHECKBOX 
 E-mail Blast
	

	 FORMCHECKBOX 
 Post Card (4 x 5¾ or 5x8)
	( Quantity        
	 FORMCHECKBOX 
 TV Monitors
	

	 FORMCHECKBOX 
 Brochure (must have VP approval first)
	( Quantity        
	 FORMCHECKBOX 
 FaceBook/Twitter
	 FORMCHECKBOX 
 Web Page

	 FORMCHECKBOX 
 External Publications
	 FORMCHECKBOX 
 Internal Newsletter
	 FORMCHECKBOX 
 Week at a Glance 
	

	 FORMCHECKBOX 
 Other:
	
	
	


*You must turn in a Print Request form to the print center, signed by your Dean or DOM, to obtain prints of flyers and posters.   
	Text and Special Instructions

	 


