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The Office of University Relations and Marketing (“URM”) is responsible for creative services
including print and digital communications. The following procedures shall apply to all requests
for services:

o All requests for creative services must submitted through the URM Service Request
Form to detail the proposed project, budget, desired timeline and other information
related to the project.

e The Executive Director of University Relations & Marketing shall be contacted prior
to submission of a request for creative services to discuss questions involving
marketing campaign development and related creative services.

¢ All materials, copy and other assets must be submitted with the request for services.
If a request for services is incomplete upon submission, the schedule of completion
may be delayed.

o URM will perform the services as quickly as possible and normally requires up to four
weeks to complete projects.

o All requests for graphics or digital production services will be proofread by URM
before work on the project begins. If additional edits or copy are required, URM will
contact the requester to discuss and revise content, as necessary. The proofing and
editing of content development may delay completion of a project.

e Before a project is printed or uploaded online, a proof of the project will be shared
with the requester for review and approval. Once approved, the project will be
scheduled for production.

Services are free to staff and faculty except in the case of a project involving oversized printing
and production. If a project will require such services, URM will discuss with the requestor the
estimated costs and the budget for payment. URM does not support student requested projects,
except for Student Senate. For more information about URM'’s services, visit the URM web site.
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