COMMUNICATIONS AND EXTERNAL AFFAIRS

JOB REQUEST FORM

PROJECT TITLE

P %t B
A UNIVERSITY

CEA SERVICES NEEDED

L1 Writing L] Editorial ) Graphic Design L] Photography ) llustration Ll Publicity
Ul Event L1 Advertising L1 Direct Mail L1 Other Marketing L Video L1 Web
PROJECT DESCRIPTION
PRODUCTS and QUANTITY
L] Brochure U] Publication (specify) Ll Invitation
Ll Ad Ll Poster/Flyer Ll Press Packet
Ll bvD/CD [l Video L Web

L1 Merchandise (specify)

L1 Other (specify)

Special Needs (i.e., stylistic direction, adjacencies, paper, mailing restrictions, etc.)

TIMING
Today’s Date
Due Date for Requested Materials

Delivery Information

CLIENT
School

Department

Requisitioner

Project Contact

Contact Phone Contact email

Delivery Address

BUDGET AMOUNT

FOAP TO BE CHARGED

SIGNED AUTHORIZATION TO PROCEED

For CEA Use Only
CEA Project Manager

TOM Job Number
Final Text/Data Due from Client

CEA Staff on Assignment

Date Due to Printer/Vendor

Freelance assistance (billed to client or CEA?)

Printer/Outside Vendor
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