Design or Work Order Request Form

Type of Design: ______________Bulletin ____________Video____________Flyer_______________
[bookmark: _GoBack]Suggested Title: ____________________________________________________________________

Text: Please give all facts, i.e. Who, What, When, Where, Why, and How. Type or Print Clearly. Please
Provide short, specific information for all video announcements, as they must adhere to a two to three
Minute time frame. Please submit any images to: seektoencourage@gmail.com
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Announcement Date(s) Desired: _________________________________________________________
Name: _____________________________________________________________________________
Telephone #: ________________________________________________________________________
Date & Time of Request: _______________________________________________________________
Location of Event: ____________________________________________________________________
Speakers or Guest names and images: ___________________________________________________________________________________
Approved By: ________________________________________________________________________
Date: _______________________________________________________________________________
Note: All requests for Announcements must be in the Administrative Office by ____________________
