
Creative Services Design Request Form (2018)

*The Creative Services team asks for 6 weeks notice prior to the due date of requested designs. Design 
requests that come in with less than 4 weeks may not provide adequate time for departmental 
marketing efforts.

*The Creative Services team requests that all necessary information((date, time, location, etc.) is 
finalized and correct when submitting the design request. Please be sure to alert the team of any 
changes as soon as possible to ensure the correct information is used in the final design.

*Please remember when requesting changes that our goal is to help serve as many departments as we 
are able. As such, please be sure to make all your change requests at one time so that they may be 
completed in a timely manner.

*The Creative Services team will handle the appropriate Marketing and Publications approvals. 
Following approval, the files can be used in the manner originally discussed.

*Instructions for submission of this form:

1. Please complete both pages of this form in its entirety with as much detail as you are able.

2. Email completed form and any relevant assets to the Creative Services team at 
creativeservices@unf.edu. After the design request has been received, the team will be in contact 
to address any questions or concerns.

3. Proofs and final design files will be available on the N drive in N:\Temp\Public. Any questions, 
concerns, or changes can be sent to the Creative Services team. 

Please complete the following questionnaire for items to be designed. 

Date:

Requesting Department:

What event or program will these designs be used for?

What will the designs be used for (posters, flyers, social media images, etc.)? Please include dimensions:

When will the designs need to be complete?

Please note:



What is the purpose or objective of this design?

Is this design for print use or digital use?

Requester’s E-Signature Date

What is your inspiration or desired aesthetic for the design? If you are using particular images for 
inspiration, please attach or link them in your emailed submission of this form.

What is your desired color scheme? If available, please provide the Pantone, CYMK or RGB color codes.

What file formats will you need for the final designs? (Ai, EPS, GIF, etc )

*Please provide any assets (program logos, images, fonts, etc) that you wish to use in your design. 
For logos, please provide vector files (EPS, AI, PDF). For raster images (JPG or PNG) that will be 
used in print, please ensure that they are at least 300 dpi.

Will the designs need a bleed or trim mark?
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