Request for Promotional Items
	Date:
	

	  Requesting Department:
	

	Person Requesting:
	

	Event:
	

	Date of Event:
	

	Item Requested:
	

	Number Requested:
	

	Date Items Needed
	

	Received By &  Date:
	

	Distributed By & Date:
	


Please return form to:

Ann Savage

Director of Marketing & Public Relations

Office of Development

Office 130, Ext 4025

