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

Office of Creative & Communication Services Project Request
Project Request Guidelines
	This form must be completed prior to any project being added to the production schedule. Requests will be evaluated by their priority to determine when and in some cases if the project can be produced. Contact will be made within two business days to confirm receipt of request. If you do not receive confirmation or have questions please call the Office of Creative & Communication Services at x2171.

NOTE: All project information and material is needed before a project can be scheduled. Please submit any copy for a requested project in Microsoft Word document along with this form. 
.


Client Information
	Project name:      

	Project description:      


	Target audience(s):      


	Contact:      

	Phone:      

	Email:      


Project Details

	Date requested:      Date needed:     

	Quantity:      

	

	Budget: $     
Account (needed for printing):      


	IS THIS A    FORMCHECKBOX 
 new project      FORMCHECKBOX 
 existing project

	IF EXISTING PROJECT WHICH APPLY:

      FORMCHECKBOX 
 revise & reprint        FORMCHECKBOX 
 reprint

      FORMCHECKBOX 
 new design              FORMCHECKBOX 
 new copy

	ACCOMPANYING PIECES:

      FORMCHECKBOX 
 envelopes      FORMCHECKBOX 
 reply card     

      FORMCHECKBOX 
 other              FORMCHECKBOX 
 none


MAILING SERVICES
	Mailing services needed:           FORMCHECKBOX 
 yes    FORMCHECKBOX 
 no

      FORMCHECKBOX 
 external mail services      FORMCHECKBOX 
 mail room

	Mailing requirements:

      FORMCHECKBOX 
 first class      FORMCHECKBOX 
 bulk rate

	Design for self-mailing?            FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no

	Return service requested?       FORMCHECKBOX 
 yes      FORMCHECKBOX 
 no


	Color requirements:

      FORMCHECKBOX 
 b&w      FORMCHECKBOX 
 2-color      FORMCHECKBOX 
 4-color

	Paper:     FORMCHECKBOX 
 coated      FORMCHECKBOX 
 uncoated 

                FORMCHECKBOX 
 text          FORMCHECKBOX 
 cover


	SPECIAL INSTRUCTIONS:      



	DEPARTMENTAL USE ONLY

PROJECT MANAGEMENT PHASE:                        
   A meeting with the client office will be held at the 

   start of every project to verify the needs, goals and 

   objectives for the requested project.

CONCEPTUAL PHASE:                                       
   Initial creative approaches to the communication 

   need are developed during this phase for 

   presentation to the client office for review and selection.

PRODUCTION PHASE:                                       
   This phase will begin with the selection of a design   

   concept selected at the close of the conceptual phase 

   by the client office.

REVISION PHASE:                                            
   The length of the revision phase will be directly 

   determined by the amount of time it takes to receive 

   proofed revisions back from the client office. 

TENTATIVELY TO PRESS:                                
   This is a tentative press date. The final press date  

   will be influenced by the duration and significance of 

   the revision phase.

PRINTING WILL BE COMPLETED:   FORMCHECKBOX 
 IN HOUSE   FORMCHECKBOX 
 BY VENDOR



	COMMENTS:
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