
New Project form
   University Communications  UNIVERSITY OF WISCONSIN-EAU CLAIRE 

	 Date:	 	 	 target delivery Date:

	 Project Name:	 	 	 	 	

	 OFFice/Dept.:	 	 	 	 	 Acct no.

	 Contact:	 	 	 Phone:	 	 e-mail

	

	 Possible meeting Times:	

	 Project Description:	  Brochure	  Newsletter	  flier	  poster	 	  other

	 printing info:	  Off campus	  duplicated	  copy corner	  digital       off set

	

	 Ink Colors:	  Full color	  2 color	  1 color	  BlacK	  other

	 Quantity:	 	 	 Size:	 	 Folds To:

	 Paper:	 	 	 	 Pages:

	

	 copy Writing Status:	  to be Written	  Edit only	  other 

	 Budget:

	 PhotograpHy:	   Supplied        To be shot      Location:

	 Distribution:	   self mailer	  Envelope         handout	  other

	 Purpose:

	 Audience:

	
	 NOTES:

This is a guide for planning publications. To request University Communications assistance with 
your new print project, please print this form, fill it out completely and send it via campus mail to 
Connie Olson in the Publications Office, Old Library 2142, and someone will contact you. If you 
have questions on printing or design issues, contact the Publications Office at 836-3808. If you 
have editorial questions, contact the News Bureau at 836-4741.


