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	HCC MARKETING & PUBLIC RELATIONS
MARKETING REQUEST FORM


Save this file to your computer with another file name. Please send the completed form to dordaz@hccfl.edu. 813.253.7066

Your Marketing & Public Relations (MPR) team will assist you in creating brochures, flyers, posters, invitations, postcards and other collateral materials to publicize your program, service or event. Publications may take about six weeks to produce from concept to completion, depending upon the complexity of the project and the department workload. Projects will be assigned to designers after all materials are received, and in the order they were received.
Please email the text/copy in a Word document to the email address above. Send any photos or artwork as separate files.  Do not format, embed photos, or use boxes or lines.

MPR maintains a photo library of HCC students, faculty and staff for most programs and services. If you are providing photos, keep in mind that digital photos must be taken at the highest resolution for print purposes. Depending on time and budget, MPR may have a professional photographer take new photos for a project.
Work cannot begin on your project until we receive all supporting text, images and information.
REQUESTOR INFORMATION:
Type your information in the shaded areas, which will expand as you type:

Name:       FILLIN  \* MERGEFORMAT      Department:             Date:      
Location:              Phone:             Email:       
Has your dean/supervisor/college attorney (if necessary) reviewed the content of this project?      FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No     FORMCHECKBOX 
 N/A
REQUEST FOR DESIGN SERVICES: 

We will provide you with an electronic PDF file if you plan to duplicate the project in-house or at a quick copy shop.
  FORMCHECKBOX 
  ad      FORMCHECKBOX 
  banner      FORMCHECKBOX 
  brochure       FORMCHECKBOX 
 email blast       FORMCHECKBOX 
 envelope       FORMCHECKBOX 
 event program       FORMCHECKBOX 
 flyer       FORMCHECKBOX 
 invitation
  FORMCHECKBOX 
  newsletter       FORMCHECKBOX 
 postcard       FORMCHECKBOX 
 direct mail       FORMCHECKBOX 
 poster        FORMCHECKBOX 
 web graphic       FORMCHECKBOX 
 press release       FORMCHECKBOX 
 OTHER      
Date needed:           Event date:            Event description:       
Project description:      
Where and how will this be used?      
Who is the target market?      
What is the main point you would like to convey?      
Additional copy points or information to include:      
Special requirements:       
Who, if anyone, needs to review/sign off on this project besides you?      
REQUEST FOR PROFESSIONAL PRINTING: 

What item(s) need printing? 

Date needed: ​​    Quantity to print:           Who will pay for the printing?      
Are mailing services required?     FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes   If so, allow a few extra days for mail preparation and delivery.
We will get price quotes and give you the cost and vendor information. Though we always seek to get the best possible value, please let us know if you have a particular budget range. This budget amount may affect the options on paper, size, quantity, etc. 

Budget details:       
Special requirements:       
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