
Publication Request Form 
 
Department______________________________________________________________ 
 
Contact Person___________________________________________________________ 
 
Office Phone_____________________________________________________________ 
 
Email___________________________________________________________________ 
 
Type of publication  
___ Ad   ___ Booklet   ___Brochure  ___Flyer 
___Poster  ___Report   ___Other(please specify below) 
______________________________________________________________________________
______________________________________________________________________________
____________________________________________________________ 
 
Color 
___Black/White ___One Color   ___Two Color  ___Full Color 
 
Printer 
___LU Print Shop ___Desktop Printer  ___Outside Vendor 
 
Deadline________________________________________________________________ 
 
Imagery 

__ I will supply photos  
__ I will need photos from the OPIUA archives (please complete the Photo Request 
Form) 
__ I will need a photographer to take photos (please complete the Photography 
Request From) 

 
All text to be included in the publication should be submitted on disk or via email in Word or 
WordPerfect.  Please do not format text.  The layout team will format according to the 
specifications for the publication.  
 
Please submit all materials for the publication at the same time.  Work will not begin on the 
project until all necessary materials, including photos, have been received by the OPIUA.   
 

OFFICE USE 
 

Received by_________________________Date_________________________________ 
 
Please initial as completed 
___Text Edited ___ Layout ___Stock Photos ___Photography 
Date_____  Date_____ Date_____  Date_____ 
 
Project Completion Date____________________________________________________ 
 
 

Completed forms may be delivered to Room B-2 Young Hall or faxed to 573-681-5614 


