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Graphic Work Request Form


Date Submitted:  





Date Needed: 






Submitted By:   





Contact #:  






Ministry:   







	
	
	
	
	

	 FORMCHECKBOX 
  BROCHURE
	 FORMCHECKBOX 
 PROGRAM
	 FORMCHECKBOX 
 FLYER
 FORMCHECKBOX 
Option 1 - 1/2 Page 

 FORMCHECKBOX 
Option 2 – 1/4 Page

	 FORMCHECKBOX 
 LOGO
	 FORMCHECKBOX 
 CD/DVD/TAPE SERIES COVER

	 FORMCHECKBOX 
 MULTIMEDIA PRESENTATION



	[image: image1.jpg]Number of copies needed: 
	 FORMCHECKBOX 
 OTHER

	


Instructions/Concepts (Be Specific):  

	Event Title
	

	Event Theme
	

	Event Date
	

	Event Location
	

	Event Time
	

	Special Info 

(i.e. special guest)
	


Specific Content to be included:


Authorized Approval  
     










Minister of Congregational Care

Authorized Approval  
     










Church Business Administrator







~ DO NOT WRITE IN THIS AREA~


FOR OFFICE PURPOSES ONLY





Date Rec’d  		





Assigned to   		    





Date Returned  		





Designer Initials 		











**Note – Work requests must be submitted 21 working days prior to date needed.  Please allow more time for complex tasks and special projects.  If your request requires more information than provided here, please submit text via email,

