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Communication Request/Assessment

To help the Communication Specialist assess your needs and allocate the appropriate resources, please review the following text and answer all questions to the best of your ability/knowledge. If you have any questions during this process, please e-mail Lucero Benitez at lbenitez@csufresno.edu 
Some useful project guidelines: 

· Services are free, but departments pay for production costs (ads, printing, event materials, etc.) 
· Projects must be approved by the Chair of the Department or the Dean of College of Social Sciences.

· Designate one point person to coordinate with the Communication Specialist.   

· Note that this request form is for single, specific, clearly defined projects. 

· Be aware that deadlines cannot be guaranteed, especially on quick-turnaround projects. Plan on one- to two-month lead times for ‘large’ project requests. Also note that not all projects will qualify for time or resources. Assistance and services are provided on an as-can basis, and are contingent upon planning and time available – so advance planning and lead time are important. If we cannot assist you on your project, we can likely offer suggestions on how to move forward with your project on your own.

After you submit your request, you will be contacted for a follow-up discussion. If you have any questions, please contact Lucero Benitez at lbenitez@csufresno.edu
· Project Name: 

· Project Type (event: please put date, time and location): 

· Please choose what type of assistance you need:
· EVENT (attend, take photos)
· SOCIAL MEDIA (Promote on Facebook, Twitter, Instagram)
· PRINT (write a news story for blog and/or campus news)
· ADVERTISING (radio, newspaper, tv)
· PHOTOGRAPHY

· VIDEO

· What is the nature of the project and objective (measurable business goal) of this request? 

· Project Deadline: 

· Any faculty, staff, sponsors or affiliated organizations involved? 


· What is the target audience(s) for the message? 



· Put yourself in the place of someone receiving this message. 
What do you want them to know/learn? 

What do you want them to feel?


What do you want them to do? 


· Who will champion and maintain this project (if applicable)? 

· Any other information you would like to share with the Communication Specialist? 
· Please e-mail files relevant to your project – (Content, photos, logos and resources) 
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