www.heidelberg.edu/about/administrativeoffices/marketingcommunication/photographyrequest

	Event Date:      


	Office of Communication & Marketing Photography Request



Photography Request Guidelines
	This form must be completed prior to any event being scheduled by the Office of Communication & Marketing into our photography schedule. Requests will be evaluated by their priority and timeframe to determine when and in some cases if the event will be covered by this office. We require at least one week notice before an event to be able to cover that event. Not all requests are guaranteed, you will receive confirmation of scheduling. 

NOTE: All event information and material is needed before a project can be scheduled


	Event Information


	EVENT NAME:      

	EVENT DESCRIPTION:      



	CONTACT:      

	PHONE:      

	EMAIL:      


	Photography Details


	DATE REQUESTED:      

	EVENT TIME:      
EVENT LENGTH:      


	PHOTOGRAPHY WILL TAKE PLACE:  

 FORMCHECKBOX 
 ON LOCATION    FORMCHECKBOX 
 STUDIO PORTRAITS


	FINISHING SERVICES:

      FORMCHECKBOX 
 CD OF IMAGES

      FORMCHECKBOX 
 CONTACT SHEET


	SPECIAL INSTRUCTIONS:      



	Photography Request Process

PHOTOGRAPHY REQUEST:                        
After the request is received by the Office of Communication & Marketing, and it is approved by that office, the request will be scheduled. You will receive confirmation of the request. 

PHOTOGRAPHY SHOOT:                                       
Personnel from the Office of Communication & Marketing will come  and photograph the event, or a studio shoot will be set up, along with an appointment time.

PHOTOGRAPHY PROCESSING:

There will be at least 24 hours necessary after a shoot to process photographs. Any finishing services require extra time (i.e., burning images onto a CD or ordering prints). 




	COMMENTS:
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