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SUBMITTED BY

TODAY’S DATE

PROJECT NAME

 PRODUCTION DUE DATE

i.e. Ar t Completed by Designer

FINAL ARTWORK DUE DATE

i.e. Final Due Date (Printed & Delivered by)

PROJECT TYPE 

PROJECT TASK

OBJECTIVE (What is this project for)
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QUOTES NEEDED QUANTITY

DIMENSIONS

MATERIAL SPEC (Paper Stock / Finish)

FULL BLEED

HIERARCHY (What needs to stand 

LOGO

PROMOTIONAL INFO 
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WEB ADDRESS

ILLUSTRATION / PHOTOGRAPHY
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# OF COLORS (FRONT & BACK)

i.e. 4 Color CMYK, BW, Spot Color, Other
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