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	Project Title/Name:  ASOC Forms
	Date of Request:  Feb. 6, 2009



 

	
	

	Your Name: Ryan Shotwell
Phone Ext. :  7290
**Requested Deadline: ___February 10, 2009______
	Dept/Division:  Student Programs and Leadership Development

	
	Email:  rshotwell@olympic.edu


	Section A – Service Type 
Select from services listed below. Please fill in additional information in Section C. If you have questions about any options, please call us at x7106.

	NEW REQUEST

   Press release to media (describe in Section C)

 FORMCHECKBOX 
 New OC design template (brochure, booklet, postcard, poster, invitation, etc.) Describe in Section C.

 FORMCHECKBOX 
 Web photos (adding or resizing photos for the web, specify in Section C)
X FORMCHECKBOX 
 Other (describe in Section C)

REVIEW (includes review and suggestions on writing and design)

	 FORMCHECKBOX 
 Postcard

	 FORMCHECKBOX 
 Poster

	 FORMCHECKBOX 
 Brochure

	 FORMCHECKBOX 
 Advertising 

	 FORMCHECKBOX 
 Flyer

	 FORMCHECKBOX 
 Other (describe in Section C)

NOTE: Turnaround for review is typically three days. However, please check RUSH if needed before three days and we will make every effort to accommodate your request. 

 FORMCHECKBOX 
 Three day turnaround                          FORMCHECKBOX 
RUSH

	


	Section B – Printing. Your printing needs will determine how a project will need to be reviewed or designed. Please check all boxes below that apply.    

	Printing Vendor (check only one) 
	Printing specifications

	 FORMCHECKBOX 
 Duplicating Services
	 FORMCHECKBOX 
 Outside printer
	 FORMCHECKBOX 
 Single side     FORMCHECKBOX 
 Double side     FORMCHECKBOX 
 B&W print    FORMCHECKBOX 
 Color print
 FORMCHECKBOX 
 Folded            FORMCHECKBOX 
 Bound


	Section C – Describe your project(s) checked in Section A. (Use back or send email if more space is needed.)

	Please add the attached documents to the CMS for use to add as links to our ASOC webpage.



	For Communications Dept Use Only
	
	

	Assigned to:

Notes:
	Draft to requestor for review  on:
Job completed on:
	Job log #

Project file created on:








** We make every effort to meet requested deadlines, but based on the high-demand for project assistance, new requests are scheduled according to date received and are completed after previously scheduled projects. This form is a request for services and is not a guarantee that services or projects will be completed by specific dates. If you have any questions, please let us know. 
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