
 
 

 
 
 

Communications and Media Services Request Form 

Requestor Information 

Name:  

Organization/Library/Division:  

E-mail:  

Phone:  

Project Information 
Project Description & Special Instructions: 
(Please include details concerning special paper, formats (gif, png), etc)  
 
 
 
 
 
 
 
 
 
 
 
 

Date Requested:  Date Needed by:  

Format (Print or Electronic):  Quantity:  

Deliver to:    

Approval (To be completed when proof is provided) 
 I have proofed and approved this copy  

 Signature                                                  Date 
 I have returned this copy for editing  

 Signature                                                  Date 

Delivery 
I have received and accepted the completed project. 
 
 

Signature                                                                                                                                      Date 
 


	1: Jennifer Johnson
	2: jennifer.l.johnson2@wv.gov
	OrganizationLibraryDivision 1: Administrative Services
	OrganizationLibraryDivision 2: 304-558-2041 ext. 2087
	Project Description  Special Instructions Please include details concerning special paper formats gif png etcRow1: Design and produce the 2017 Annual and Statistical Reports.  The report cover/design should coincide with the spring poster "Because Libraries Create Learners, Learners Transform Communities". Annual report specs:  Finished size 8.5" x 11", duplexed, 50# coated offset, 84 brightness paper, 80# coated white cover, saddle stitch.  Quantity 150Statistical Report specs: Finished size 8.5" x 11", duplexed, 50# coated offset, 84 brightness paper, 80# coated white cover, spiral bound.  Quantity 150Delivery Instructions:  Electronic pdfs must be uploaded to the WV Legislature site and print copies are to be mailed to...
	Date Needed by: 12/22/2017
	Format Print or Electronic: Both
	Quantity: See Description Above
	1_2: 10/19/2017
	2_2: See Description Above
	I have proofed and approved this copy: Off
	I have returned this copy for editing: Off
	Date: 
	Date_2: 
	Date_3: 


