
GRAPHIC design
request form  

T O  B E  C O M P L E T E D  B Y  G R A P H I C  D E s i g n e r

Name

company/organization 

Project Title

 NEW PROJECT  (If this is a major project or marketing campaign, it will require a meeting or phone call)

 REVISION of Previous Project   Approximate date and name

Submission Date

Phone

E-mail

Desired Delivery Date

PROJECT TYPE
(Check only one. a seperate form is 
required for individual projects.) 

 Brochure

 Catalog/booklet

 Flyer

 Newsletter

 Postcard

 Invitation

 Poster

 Banner 

 Display Sign

 infographic

 Marketing campaign package  
 (Meeting or phone call is required)

 Other (please Specify)

SIZE
 5 x 7

 8.5 x 11

 11 x 17

 22 x 34

 Other 

 

 

Project
Name Date In

Description of project

Out By

Please allow at least 4 WORKING weeks for any new project or revision REQUESTS AND longer for campaigns or major projects. 

A pdf file of the finished design will be sent by 
e-mail for proofing of copy, design and content. 
Changes can be made directly to the PDF or on 
a hard copy and emailed back.

Please submit all final text as a Microsoft Word document. All other electronic content (photos, illustrations, spreadsheets, or other graphics) 
should be e-mailed along with the graphic design request form. 

SOCIAL MEDIA

Please allow 24 hours 
for email confirmation 

of the request Form.
 

Please check box if applicable.

Complete this form, save it and e-mail it with any attachments/samples 

is this for Digital display or Print?
(check all that apply) 

 for Print
 

 Electronic (PDF)

 
 for the web
 

 
 social media

Image Post 12.5 x 6.56 in
Event Image 12.5 x 11.25 in
Facebook Ad 12.5 x 6.54 in

Square Images 11.25 x 11.25 in
Images 11.25 x 14.06 in
Stories 11.25 x 20 in

Twitter Post 10.67 x 5.33 in
Cards Image 8.33 x 3.33 in
Summary Card 2.92 x 1.56 in

WEB ELEMENTS
Leaderboard                          7.58 x 0.94 in
Large Rectangle 3.5 x 2.92 in
Medium Rectangle 3.13 x 2.6 in
Wide Skyscraper 1.67 x 6.25 in
Skyscraper                          1.25 x 6.25 in


