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UNIVERSITY COMMUNICATIONS 



PROJECT PLANNER 







Required information - must be completed in full before work can begin:

	Date
	     

	Contact person for project
	     

	Contact’s phone & email
	     

	Department/office/organization
	     

	Short description of what’s needed (brochure, poster, form)
	     

	Target audience
	     

	Quantity
	     

	Do you need to schedule a photo shoot with the SCSU photographer? 
	If yes, make the arrangements by contacting SCSU Photographer Neil Andersen, 308-3153, nmandersen@stcloudstate.edu

	Information/considerations/

specifications (e.g., budget or deadline flexibility, your staff’s availability for reviewing proofs, do you want photos or other images, size of the printed piece, do we need an estimate before design work begins, are envelopes needed, etc.) 
	     

	Desired completion date

(please do not use ASAP)


	       (This is the date it’s ready to go to the printer)

In building your timetable:

· Allow time to fit this project into our designers’ schedule.

· Allow time for review by everyone in your office who needs to okay.

· After design work is done and approved, plan on up to three weeks for printing, as it depends on printers’ availability and schedules.

	Copy (content)
Please do not use Publisher
	Copy must be attached or e-mailed before any work can begin.  Also attach any photos, logos or other images you will be providing.

	Printing
	If the project is being printed at Printing Services, we will need your completed printing requisition when the proof has final approval.


For University Communications use only:
	Project name:


	     
	Project number:
	     

	Date of first proof to client:
	     
	Assigned designer:
	     

	Date proof returned to UComm:
	     
	Estimated time spent:
	     

	Date completed (sent to printer)
	     
	Date project put on hold by client:
	     


