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Graphic Design Request
(Request is to be submitted along with your Ministry Opportunity Event Checklist-60 days in advance)

Date Request Submitted: ___________________

Ministry Name: __________________________________________________
Ministry Director Name: __________________________________________
Contact Phone: _________________________________________________
Event Title:_______________________________________________________
Event Date: ________________       Event Start Time: __________________
Event Location: ___________________________________________________
___________________________________________________________________
___________________________________________________________________
Event Description should list what is to be included in the graphic, such as a guest speaker’s name, registration information, registration deadline, ticket price, specific colors, business logos (ex: ECMC, American Red Cross).  If Logos are being used, please indicate & you will be advised on how to submit.  If additional information or clarification is needed, the office will reach out to the Ministry Director.

Event Description: ___________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Ministry Director Signature: ___________________________________________________________    Date: ___________
Office Staff Signature: ________________________________________________________________    Date: ___________
                                                                                                                                                                                                           
                                                                                                                                                                                                               (Updated 01/25)
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