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ALCC PUBLICATIONS MINISTRY

Work Request Form


The ALCC Publications Ministry is striving to provide standard, high quality, uniform, financially responsible media to the ministries of the Abundant Life Christian Church.  We do this in accord with the Vision to “be determined to make Excellence in Ministry a normal function of the church”.  

In order to help us accomplishing these goals, we have created this form so that we may document requests, provide accurate cost and time estimates and produce the desired results.  We do our best to produce high quality low cost products in a timely fashion.  However, we can also assist you in identifying external resources for your media needs. 

Services

Services we provide include:

· Brochures

· Postcards

· Certificates

· Envelopes

· Business Cards (with administrative approval only)

· Letterhead

· Forms

· Press Releases
· ALCC Website Updates

· Online Purchasing

· Email Accounts (with administrative approval only)

· Promotional Items (mugs, stickers, hats, shirts, etc)
Guiding Principals

This form will assist us in meeting your publication needs.  All information provided is utilized in the development of your product while following these guidelines:

Writing and Grammar

There are no spelling or grammatical mistakes.

Required Elements

Standard elements are included in each publication.  For example, each flyer should include who, what, when and where.  ALCC sponsored events should include the ALCC logo and contact information where appropriate.

Attractiveness and Organization

Information should be well organized and easily understandable.  Each document should be well labeled and have a clear beginning, middle and end.

Graphics and Pictures

Graphics should go well with the text and match the theme of the document.

You are responsible for ensuring the information provided is correct.  However, it may be modified by the Publications Ministry in order to meet the above standards prior to production.  You will be given an opportunity to approve or disapprove the changes before production.  We ask that requests be submitted a minimum of 30 days from the target date for completion.
Thank you for utilizing this form.  Please contact a Publications Ministry representative if you have any questions.
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	Project Lead
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	Requestor 
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	Lead Contact Information

	Name
	

	Primary Phone
	

	Email
	


	Ministry Approval Signatures

	Ministry Leader
	
	

	Elder
	
	

	Pastor
	
	


	Project Request Details

	Name
	

	Description
	

	Date(s)
	

	Time(s)
	

	Location
	

	Associated Costs
	

	Online Payments
	( Yes    ( No

	Audience
	( Internal    ( External

	Age Group
	( All    ( Adults     ( College    ( Teens    ( Youth    ( Children

	Copy to Be Used In the Publication
(a separate page or email may be used to provide this)
	

	Please attach or email a copy of any forms or graphics needed for this project.


	Project Request Details

	Name
	

	Description
	

	Date(s)
	

	Time(s)
	

	Location
	

	Associated Costs
	

	Online Payments
	( Yes    ( No

	Audience
	( Internal    ( External

	Age Group
	( All    ( Adults     ( College    ( Teens    ( Youth    ( Children

	Copy to Be Used In the Publication

(a separate page or email may be used to provide this)
	

	Please attach or email a copy of any forms or graphics needed for this project.
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