
Paper
Size:  c Letter (8-1/2x11)    
	 c Legal (8-1/2x14)
	 c Layout (11x17)
	 c Other ________________________________

c White
c In-house colored paper
	 Color: _______________________
c Special order paper (additional cost)

Mailing
c Include area for mail address 
c  Would like quote for mailing (through external vendors)
c  Would like printed mailing labels (additional cost)	

Concrete Deadlines:
Event Date:
Mailing Date:
Final Draft for Proofing:
First Draft  for Proofing:
Copy Submitted:

Additional Requests:
c Help selecting paper (e.g. matte or glossy, 

      paper color)

c Speciality paper (additional cost for paper)

c Help selecting a printing vendor
c Spanish translation (additional cost)

c Post on EASTCONN Website
c Create page for the EASTCONN Website
c Help placing an ad

Material Requested:
c 	Book
c 	Booklet
c 	Catalog
c 	Manual
c 	Program Update 
	 (newsletter)
c 	Report

c 	Other

c 	Ad (size _______________)
c 	Brochure 	
c 	Calendar
c 	CD Cover
c 	Certificate
c	 Fact Sheet
c 	Flyer
c 	Form
c	 Handouts
c 	Invitations
c 	Name Tags
c 	Portfolio
c 	Poster
c 	Programs
c 	Table Tent Cards

Printing
Estimated number of copies: ____________
c Full Color
c 2-Color (black & one other color)
c Black & White

Approx. # of pages: ___
Binding:
	 c Stapled
	 c Spiral
	 c Blanket binding

Name:										          Today’s Date:

Program:						      Budget Code:

Project Name:					     Audience

(for external printing and some special requests)

Please continue on reverse.

We believe that every project is 
special and important. Be assured 
that we will make every effort to 
complete your request in a timely 
manner. 

Please attach all pertinent information either in 
print or electronically (text may be E-mailed to 
claurendeau@eastconn.org).

Desktop Publishing Request Form



Your Design Ideas
(If you have ideas, we’d love to hear them. If you’re not sure, contact us and we’ll explore options together.)

Special Instructions

Attach previous documents if applicable 
(e.g. last year’s calendar or publication). Please submit this form to the Communications 

Department in Hampton to the attention of Cindy Laurendeau.

Before You Begin

When creating a brochure, or flyer or other materials, keep the following in mind before you begin:

1. 	 Purpose: First and foremost, remember the purpose of your communication. The purpose of any piece should be to 
inform and motivate.

2.	 Audience: Who is the intended audience? The language you use in your copy should be suited to your audience.

3.	 Customer Viewpoint: If you were a potential customer, what information would you need to know about the product 
or service described in the publication? Your communication should be written from the customer’s viewpoint, not 
your point of view. It should highlight the benefits to them of using this product or service. Pretend you are listening to 
your customer asking these questions:

	 “What’s in it for me?”
	 “Why should I use this product or service?”
	 “What will I gain?”
	 “How do I sign up or get more information?”

	 You should answer the basic “who, what when, where, why” questions in your copy. Use testimonials if you have 
them. Provide the information your customer needs. One of the biggest complaints readers have with brochures is that 
they don’t provide enough facts and data for them to make an informed decision.

4.	 Call To Action: What is it you want your audience to do after reading your brochure? Call? Register? Come? Buy? 
Remember? Tell them what you want them to do and give them clear instructions about how to do it.

5.	 Distribution: How will it be distributed? Does it need to be accompanied by a letter? Can it stand on its own? Do you 
need to create a self-mailer or will it be included in an envelope? Would the information be best suited presented as a 
brochure or as a flyer?

6.	 Budget: What is the budget for the brochure/flyer? Can you have it professionally printed, or is it to be produced in-
house? Do you have funds to purchase specialty paper?


