
Office of Marketing and Communications Project Requisition    * Order No.

timeline
date submitted:_ _______________  i need my project completed by:_______________

(if applicable)	  (if applicable)
date of event:__________________  anticipated mail date:_______________________

 new project     repeat of previous project w/ changes     exact repeat w/ no changes

If this is a repeat job, please provide previous job number(s) for reference:_________________________

project title ______________________________________________________________

objective__________________________________________________________________

__________________________________________________________________________

special instructions_ _______________________________________________________

__________________________________________________________________________

__________________________________________________________________________

quantity_ __________________ project budget_ _______________  quote required

  i have supplied copy/content attached to this email or sent to pubscopy@loyola.edu
  i would like to talk with someone to generate copy/content for this project

bill to account number(s) required to initiate job_ _____________________________________

employee authorizing use of account: ________________________________________

department_ ________________________________________________________________

contact person for project___________________________________________________

e-mail_________________________phone________ fax________bldg/room #_________

best day/time(s) to be contacted. Please list any dates that you may be out of the office during this project.

__________________________________________________________________________

distribution How will your audience be receiving your message?

 first class mail    bulk mail    campus mail    posted on campus    web/e-mail

deliver printed material to:__________________________________________________

  i want the printer to handle mailing as well. An estimate can be provided based on quantity.

We’re here to help! 
If you have any questions  
or would like to discuss  
your project please  
contact us at x5026 or  
marcomm@loyola.edu.

You may submit this project 
request to us in two ways:

1. �Complete the fillable fields in 
this PDF, save and email to 
marcomm@loyola.edu.

2. �Print this PDF, complete and 
fax to x2669 or drop it off at 
our front desk in the bottom 
floor of Humanities, Room 011.

We will contact you to confirm 
receipt of your request and 
provide an order number.

Scheduling your project:
Please consider the following 
timeframes when planning:

• �Editing/Writing can take up  
to two weeks

• �Design/Production can  
take anywhere from two to  
six weeks. 

• �Printing (on campus or off)  
requires a minimum of  
five business days and can take  
up to 10-14 business days.

As projects vary in scope, all 
times are approximate.
If you are concerned about the 
time needed for your project, 
please contact us at x5026 or
marcomm@loyola.edu.

for business office
please transfer $________________________________________________from________________________________________________ to 1-9578-650-11
please transfer $________________________________________________from _ ______________________________________________ to 1-9579-661-11
creative services director___________________________________________________________________________________date____________________

for marcomm office

vendor	 charges	 printer	 charges	

photographer 	 charges	 house type	 charges	

color output	 charges	 house production	 charges	

paper	 charges	 mileage/misc.	 charges	


	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Check Box29: Off
	Check Box30: Off
	Check Box31: Off
	Check Box32: Off
	Check Box33: Off
	Text34: 
	Check Box35: Off


