Program Book Request Form

Complete this form and e-mail to:

Bill DeVece

DeVece & Shaffer

dnsprint@aol.com

5th Street at Legion Avenue

T: 215-338-0707

Palmyra, NJ 08065

F: 856-829-1779

One form must be completed for each booklet order. 

There is a 14-business day turn-around time for the program book.

The printer will email a proof to review prior to production

Contact Name        
Department       


Telephone       
E-mail       
Fax       


School:
 FORMCHECKBOX 
  Fox School of Business
 FORMCHECKBOX 
  School of Tourism 

Below are approximate costs to produce digital booklets based on the specified quantities. 
The cost is subject to change. Contact DeVece & Shaffer to receive an exact quote. For quantities larger than 1000. Contact Jodi Weisberg at 215-204-7993 for further details.

100 – $290 
250 - $480 
500 - $795 
1000 - $850 

SPECIFICATIONS
Quantity:       
Deliver Postcards To:  

Size:  5 1/2” x 8 1/2”
Name      


Print:  Digital color, 2 sides
Department/Building       


Delivery Date:       
Street       



Paper Color:  FORMCHECKBOX 
 White   FORMCHECKBOX 
 Cream
Philadelphia, PA



MAIL INVOICE TO:
Mail Invoice To:  



 FORMCHECKBOX 
 Same As Above

Master Purchase Order 
Name      

Department/Building       

Street       
Dept. FOAPAL #       
Philadelphia, PA
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	FRONT OF BOOKLET
Sponsoring Department:       
Event Title       
Date of Event (ie. Monday, September 12)       


Time (ie. 11:40 am – 12:30 pm)       
Place (ie. 113 Speakman Hall)       
Website of sponsoring department (i.e. www.fox.temple.edu)     
Trim: Red

 FORMCHECKBOX 
 Photograph (attach high-resolution photo to your email to DeVece)      
You can use an image of the keynote speaker or an image that represents the event theme. 
If you need help selecting an image, contact Jodi Weisberg at 215-204-7993.





[image: image2.wmf]
	INSIDE FIRST PAGE OF BOOKLET – Program agenda
Header:  Program (in Bold Times New Roman- RED)

Agenda Content: Add your own titles in bold, and then add info under each bolded title 

Trim: Red


[image: image3.png]Program
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Closing
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	2nd to LAST PAGE OF BOOKLET
Optional: Deans listing.  Requestor must attain the most up to date listing from Kimberlee Pederson in the Dean’s office   FORMCHECKBOX 

Fox School Boiler Plate 

Heading: Bold Times New Roman -Red
ALL OTHER TYPE IN TIMES NEW ROMAN

 FORMCHECKBOX 
Fox Boiler Plate

 FORMCHECKBOX 
STHM Boiler Plate

*Boiler Plate and Dean listings will be in the back of every program booklet


(SAMPLE)
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	LAST PAGE OF BOOKLET 
Fox School Boiler Plate or STHM Boiler Plate

Heading: Bold Times New Roman –Red

*Boiler Plate will be in the back of every program booklet


(SAMPLE)
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	BACK OF BOOKLET 
Sponsoring Department Logo (repeated from front panel)

Website of sponsoring department (or you can use www.fox.temple.edu or www.temple.edu/STHM).Please Specify:  FORMCHECKBOX 
 Fox   FORMCHECKBOX 
STHM


[image: image6.png]E§ Fox School of Business
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Sponsor Logos
If you do NOT have outside sponsor logos to include, this area will remain blank. 
You can use the extra space for additional text.

School:
 FORMCHECKBOX 
Fox School of Business
 FORMCHECKBOX 
  School of Tourism


 FORMCHECKBOX 
  Temple University (list all schools/colleges/departments)        

 FORMCHECKBOX 
 (If applicable) Logos of additional sponsoring companies/organizations are attached. 

Number of logos attached       
Logos should be high-resolution eps files for best reproduction results. By default the official Temple University Fox School of Business or School of Tourism logo will always appear at the bottom. 

If there are multiple Temple University schools/departments sponsors, the logo treatment will look like:

[image: image7.jpg]o TEMPLE

= UNIVERSITY





The Fox School of Business and Management

School of Tourism and Hospitality Management

School of Communications and Theater

	SPECIAL INSTRUCTIONS
Detail any additional instructions or requests below.
Special instructions       
 


QUESTIONS
If you have any questions about the sign request procedures, contact Jodi Weisberg in the Office of Public Relations for The Fox School of Business and School of Tourism & Hospitality Managment at 215-204-7993.

(SAMPLE)





(SAMPLE)





NOTE---





Fox logo can be replaced with the STHM Logo when needed, and the website will become www.STHM.temple.edu











