Marketing Committee

Work Request Form

Please note that the Marketing Committee will review and assign work requests the following Monday after your submittal of this form. Please allow adequate time (must be at least 20 working days before your event), so that we are efficiently able to process your requests. Please note: requests received after this time frame will not be completed.

Date submitted (Must be at least 20 working days before event)_____________________

Date Received (filled out by committee chair)___________________________________

Contact Information
Name of main contact person:_______________________________________________

E-mail:__________________________________________________________________

Phone number:___________________________________________________________






Event Information

Name of event:

Date:

Time:

Place

Brief Description:






Advertising

Please indicate the quantity of the types of advertising you would like to be completed:

_______Posters/Banners (Maximum of 2 – posted by committee)

_______Flyers (Maximum of 100 – posted client)


  Other**: (Please describe below)



___________________________________________________



___________________________________________________



___________________________________________________



___________________________________________________






          **Will be completed based on availability of resources

Public Relations

Please mark the following public relations methods you would like to be completed:

______Announcement on Ohlone College website

______Ohlone College e-mail blast
______Event description submitted to The Monitor for “Calendar of Events” section

______Marquee announcement

______Press release (only for major events)
