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Graphic Project Requests

The Student Life Office now has a student graphic designer, Joel Gaspar (joelgasp@hawaii.edu).  The Student Life Office produces a large quantity of marketing and design materials in order to brand Student Life and Student Government.  The Student Life Office wants to provide graphic designing services to the units within Student Services to encourage a more collaborative and ohana atmosphere. 
SERVICES:

· Every unit will be able to request 2 projects for Fall Semester

· Maximum printing for the following/semester:

· Black and white: 50 sheets 

· Colored: 25 sheets

· Poster Size (11 x 17): 15

· Foam Core: 10

· If you request more than the max amount, your unit will need to make copies at the Copy Center or internally and only design service will be provided by the Student Life Office

REQUEST PROCESS:

· All request forms MUST be sent via to Joel Gaspar’s email, joelgasp@hawaii.edu.  Please do not send requests to Lexer

· Requests must be sent in 3 weeks before the completion due date

· Student Life Office has the right to deny projects if workload is overloaded at that time

GRAPHIC PROJECT REQUEST FORM

CONTACT INFORMATION
Name of Unit: ________________________________________

Contact Name:_____________________________ 
Phone: _______________

E-mail: ______________________ 
Website: _____________________
PROJECT REQUEST:
Please describe what you are requesting design work for: (Ex. Event, marketing for deadline, branding your unit, etc)

Ideal Completion Date: _________________
LOGISTICS
Number of Black and White copies: _____________

Number of Colored copies:_______________
Number of 11 x 17 copies: _______________ 
Special Requests: _____________________________
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