Marketing Department REPRINT Request Form

Please scan or email this COMPLETED request to Audra Ballenger: ABallenger@big-cedar.com                        This form is for REPRINTS only. Please DO NOT use this form for a signage or new project request. 
All information on your request from MUST be filled out before it will be reviewed. Please allow 4 weeks for the completion of your project from time of approval. You will be notified by Marketing if we anticipate your project taking longer than 4 weeks.
The information below must be filled in:
[bookmark: _GoBack]Date:		
Requested By: 
PROJECT NAME: 
[bookmark: Check1][bookmark: Check2]Please Check One:  
Exact Reprint: |_|  
Reorder with Revisions: |_|
(Please check inventory levels with Purchasing):
· Current quantity on hand:
· Last Reorder Date:                              			
· Last Order Quantity: 

· Requested Due Date:
· Requested Quantity: 

What Does Your Project Need To Say? Draw/provide instruction for design team or include an example to reference. 
FRONT: 



BACK:



· Account # for Billing: 
· Delivery Location:
· Departmental Director Approval: ____________________________________________
