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Student Affairs Marketing 
The Division of Enrollment Management, Student Affairs, and Athletics

PROJECT REQUEST FORM

Please complete (save as a Word document) and submit via email to studentmkt@nova.edu.
For more information about project timelines and web updates, please refer to our Marketing Guidelines.

	Title of Event/Program:
	

	
	
	
	
	
	

	Date of Request Submission:
	
	Publishing Date:
	
	Date to deliver materials to you:
	

	
	(estimated)
	
	(estimated)
	
	(estimated)

	Date Administrative Services and Marketing received your request:
	




	
	
	(For Administrative Services and Marketing use only)

	Tell us about your project including all text copy that you would like to include on your marketing piece(s) (Box will expand with the length of content) :

	Design theme (colors, fun, professional, etc.) (box will expand to fit the content):

	

	Text copy for your marketing piece: If this will be sent on a separated attachment, please let us know. (box will expand to fit the content):

	


	Other information (box will expand with the length of content):
	

	

	
	
	
	
	

	Publish in SharkFINS: (sent to all students weekly)
	
	YES (please provide text below)
	
	NO

	

	

	
	
	
	
	

	Publish in SharkBytes: (sent to faculty and staff weekly)
	
	YES (Please provide text below)
	
	
	NO

	

	

	
	
	
	
	

	Publish in SharkTUBE: (digital screens around campus)
	
	YES
	
	NO

	
	
	
	
	

	RUN DATES
	From:
	
	To:
	

	
	
	
	
	

	Note: graphic needs to be reformatted to fit 1280 pixel X 690 pixel at 72 dpi


	PRINTING REQUEST:
	DIGITAL FILE REQUEST:

	
	24”x36” poster:
	Foam Board =
	
	(quantity)
	
	JPEG
	
	EPS (for T-shirt)

	
	
	Lamination only =
	
	(quantity)
	
	
	PDF (high resolution)
	
	PNG (with transparent background)

	
	
	
	
	
	
	
	
	
	

	
	11”x17” poster:   (quantity) =
	
	
	
	Custom-sized publication:
	

	
	8.5”x11” flyers:   (quantity) =
	
	
	
	(e.g. brochure, pamphlet, etc.)
	

	
	4”x6” handbills:   (quantity) =
	
	
	
	
	

	
	Banner: dimensions =
	(please indicate)
	

	
	1.
	
	Wide (inches)   x
	
	High (inches)
	

	
	
	
	

	
	Quantity=
	
	

	
	
	
	
	
	
	

	
	2.
	
	Wide (inches)   x
	
	High (inches)
	

	
	
	
	

	
	Quantity=
	
	

	
	
	
	

	Deliver to: 
	Name, Location (Building, Room#), phone ext.

	
	
	

	* Account #:
	
	

	* Director and/or Budget Approver must send an email to studentmkt@nova.edu to confirm account number provided.








	Mass Email: (please provide text and necessary information below)

	Date to send: 
(allow 5-7 business days lead time)
	

	Email Subject:
	

	Audience: 
(i.e., all students; all faculty and staff; 
and all student, faculty, and staff)
	

	
	
	
	
	
	

	Email type:
	
	Plain text
	
	
	HTML

	


	
	
	
	
	

	Image to include with mass email: 
	
	YES (please send as a separate attachment)
	
	
	NO 

	
	
	
	
	
	





Electronic Marquee: Event MUST be open to Public.
	
If “YES”, please send as a separated attachment for any graphic to use on the marquee


	Run Dates:
	From:
	
	
	To:
	

	Text Line 1:
	

	Text Line 2:
	

	Text Line 3:
	



	NSU Calendar/iShark mobile app: (please provide text and necessary information below)

	Event Name: 
	

	Event Date:
	

	Event Start Time: 
	
	End Time: 

	Location: (Building, Room #, Campus)
	

	Contact Information 
(office/person name, phone, email)
	

	Event Description:
	



	Request Submitted By:
	
	
	

	
	         (name)
	             (email)
	(phone)
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