​

	MARKETING & PUBLICITY WORK ORDER REQUEST

~ A 2-week lead time is required on all print material requests ~

 Please send the electronic Marketing work order to misawa.marketing@misawa.af.mil

	

	Request date:                        
	Date needed:            

	Requestor Name:                                                           
	Office symbol:      
	Duty phone:          

	

	EVENT INFORMATION

	Event name / description:        

	Event date:         
	Registration deadline:         
	Event time:          

	Event location:          

	Additional details / Special instructions:

     

 See attached

	

	MEDIA: PUBLICITY (minimal lead time required)

	 35FSS.com Web site

  Start date:         End date:        

(Must request Start and End dates)
	Social Media (Facebook, etc)

Start date:           End date:      

(Must request Start and End dates)
	 FSS Forecast (Events of FSS Forecast run for four weeks and must be submitted by Monday at noon to run in that week’s Forecast)

	
	
	 Channel 16 (Channel 16 slides run for 2 weeks)

	 Force Support Squadron Minute  (Requires 90-day lead time)
	 AFN Radio Reader
	 Photo Support  (upon request & availability)

	

	PRINT MATERIAL (minimum 2-week lead time required)

	  Posters:     Size         Custom size       

                           Shape                 Quantity       

                              Laminate
	  Flyers:     Size             Custom size       

                       Shape                 Quantity      

                           Laminate

	  Banners:     Size         Custom size       

                             Quantity                       Laminate
	  Brochures:     Size               Folding style  

                                Shape         Quantity       

                                Paper Type  

	  Menu:    Size            Custom size       

                      Shape                 Quantity       

                      Language  
	  Coupons & Tickets:    Size   

 Custom size                   Shape         Quantity       

                                              Paper Type                Laminate

                                                                           *If business card sized item requires 

                                                                                                                                                        laminating, actual size will be 

                                                                                                                                                        smaller than 3.5"x2.5".



	
	

	~ MARKETING USE ONLY ~

	Assigned Illustrator:       
	
	
	WO #:       

	Editor proofing:  ________________  Date:  __________________          Director proofing: ________________  Date:  __________________

Illustrator: _________________ Date completed: __________________

	

	Customer Received Signature:  ______________________________________________________________  Date: _____________________________

By signing, I agree that I have received all products requested in satisfactory condition.


