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SUBMISSION REQUIREMENTS
· A request form is required for each publicity request.

· All forms must be complete with publicity information typed or legibly written and void of mistakes in spelling grammar and punctuation.

· Any photographs, graphics, illustrations, etc. required for the publicity must be included upon submission of request.

· Please proof all grammar, spelling and working of text prior to turning in the job request as it is time consuming and expensive for designer to type and re-type text.  This will be included in your per-hour design time cost.

· Requests will be confirmed within two (2) University business days.  Time needed to complete the job starts on confirmation date.

· Proofs must be returned within 24 hours.  If not returned during that time, remaining days left on the job will start when proofs are returned.

· Time required for job will be determined by the PR/Graphics department based on given information, workload and the guidelines below:

TYPE 1: One to four color promotional piece with minimal graphics provided camera-ready or on disk for photocopy.  10 University business days
TYPE 2: Multiple types of promotional pieces with original and/or advanced artwork provided camera-ready for photocopy or on disk for print.  Minimum 15 University business days (Due date will be given at confirmation.)

· Return completed job request to the University Student Union Room 306.

