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	POSTER REQUEST FORM


Clubs & Organizations  |  Student Leadership Programs (SLP)

POSTER GUIDELINES
1. Poster Request Forms must be received by SLP at least 25 business days prior to the event or activity. 
2. All designs should be formatted at the desired finished poster size of either 18” X 24” or 24” X 36” and in an editable format. MS Publisher templates are available upon request from SLP.  Files that have been formatted at an incorrect size or in an un-editable format will be returned to the sender.  
3. If photographs/images are used in the design, they must be high resolution and saved as 300 dpi.  
4. Posters that will be displayed inside buildings on walls, bulletin boards, etc. should be formatted at 18” x 24”.  For sandwich boards, posters should be formatted at 24” x 36”, unless the smaller sandwich boards are used.  Smaller sandwich boards require 18” x 24” posters.  
5. The maximum number of posters that may be printed for a particular event/announcement is 10.  
6. All posters MUST include the following:
a. Club/organization name
b. Name of event
c. Date of event
d. Time of event
e. Location of event
f. Price (if applicable)
g. Reason for advertisement (looking for volunteers, requesting attendance, etc.)
h. Dolphin Email address (contact for questions and additional info) 

INSTRUCTIONS
1. Review the poster guidelines above.
2. Type your responses in the spaces below.
3. Attach form to an email along with your poster file(s).
4. Send the form and poster to your advisor for approval.
5. The advisor should forward the form to studentleadership@csuci.edu confirming his/her approval.


CONTACT INFORMATION
	Name of Club/Organization:
	
	Date:
	

	Name of Requestor:
	
	Name of Advisor:
	

	Requestor Title:
	
	Advisor Phone Number:
	

	Requestor Phone Number:
	
	Advisor Email:
	

	Requestor Email:
	
	
	



	Request Date:
	

	Date Needed:
	

	Name of Project:
	

	Purpose:
	




PROJECT DETAILS
	Content (your vision of this project):

Please attach or submit content copy electronically.
	

	Audience:
(Who are you trying to reach?)
	




PRINT DETAILS 
	Finished Size:
	
	 18” X 24”   (for posting indoors)  

	
	
	24” X 36”  (for large sandwich boards only; smaller sandwich boards require 18” x 24” posters)
	

	Number of Posters 
(up to 10)
	
	
	




INTERNAL USE ONLY
	

	
	Date
	Initials

	Received
	
	

	Logged
	
	

	Sent to dsa.comm
	
	



STUDENT COMMUNICATION USE ONLY:
Project Request Returned to Requestor for:
	
|_| Revisions

|_| Missing content

|_| Unauthorized requestor (must be submitted by Dean, Director or designee on file with Student Communication)

|_|  Insufficient timeframe to complete Project Request. Please note the Procedure for Print Requests and Campus Advertising which states the completion date timelines.

|_| Project request has been open beyond the allotted period. Please complete a new form and resubmit for review when the project is ready to move forward.

|_| Other:      




	Request Completed By (Initials Only):
	     
	Date Request Completed:
	     




Questions?  Contact the Student Engagement and Applied Leadership (SEAL) Center at (805) 437-3356 or studentleadership@csuci.edu.
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