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Monsoon Production Request Form

Person / Unit Requesting This Job:      
Account Number (if applicable, see below):        
Date Requested on:     




Date Needed by:       
Please double click the check-box to check.
Bottom of Form

Top of Form

	Print       MACROBUTTON HTMLDirect [image: image1.emf]
 Production    MACROBUTTON HTMLDirect [image: image2.emf]
 Consultation
	Web    MACROBUTTON HTMLDirect [image: image3.emf]
 Production    MACROBUTTON HTMLDirect [image: image4.emf]
 Consultation

	 MACROBUTTON HTMLDirect [image: image5.emf]
 Business cards 
 MACROBUTTON HTMLDirect [image: image6.emf]
 Brochure 

 MACROBUTTON HTMLDirect [image: image7.emf]
 Magazine (4-12 pages)

 MACROBUTTON HTMLDirect [image: image8.emf]
 Booklets small (12-24 pages)

 MACROBUTTON HTMLDirect [image: image9.emf]
 Booklet large (approx. ___ pages)
 MACROBUTTON HTMLDirect [image: image10.emf]
 Banner or stand up display 
 MACROBUTTON HTMLDirect [image: image11.emf]
 Other: 
	 MACROBUTTON HTMLDirect [image: image12.emf]
 Web site development from scratch
 MACROBUTTON HTMLDirect [image: image13.emf]
 A single new web page

 MACROBUTTON HTMLDirect [image: image14.emf]
 Redesign existing web site
 MACROBUTTON HTMLDirect [image: image15.emf]
 Other:

	Video  MACROBUTTON HTMLDirect [image: image16.emf]
 Production    MACROBUTTON HTMLDirect [image: image17.emf]
 Consultation

	 MACROBUTTON HTMLDirect [image: image18.emf]
 Complete Video project (requires traveling of crews and capturing footages)

 MACROBUTTON HTMLDirect [image: image19.emf]
 Video editing from existing footage and files (NO camera/travel involved)

Authoring & Distribution Method
 MACROBUTTON HTMLDirect [image: image20.emf]
 DVD is the end product. Distributed either by mail or by hand. 
 MACROBUTTON HTMLDirect [image: image21.emf]
 An electronic file (.mov, .mp4, .mpg) to be played on computers
 MACROBUTTON HTMLDirect [image: image22.emf]
 Web distribution either on YouTube or from/within your website.

	Misc         MACROBUTTON HTMLDirect [image: image23.emf]
 Production    MACROBUTTON HTMLDirect [image: image24.emf]
 Consultation

	 MACROBUTTON HTMLDirect [image: image25.emf]
 Corporate identity & logo design

 MACROBUTTON HTMLDirect [image: image26.emf]
 Book cover design (NOTE: Monsoon does NOT do publication of books)




Bottom of Form

Brief Description of the need and quantity (if applicable):

I need…
Who will be the contact person for this job from your organization? 

Name: 

Skype name:

Email:


Who else needs to be involved in on the planning, proofing or approval process?

The approval person is…  
Questions to ask yourself before submitting:

· You have to pay the printing and shipping cost for any print production requests. Do you have budget for this? 

· Have you checked this request with your department/organization’s supervisor? 

· Is this redundant? Is this a duplicate of work that others have already done?

Kindly submit this to communications_asia@wycliffe.net or your Monsoon liaison.
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