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	Advertising Request Form

	
	Version: 07
	Contact Office: OMP
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	Document number: OMC-002



Please read the information below before completing the Advertising Request Form on page two.
	Before you advertise please consider the following:

	· Who is your target audience? Where are they located?

· Who are your competitors? Are your competitors active in the market? (Advertising, etc.)

· What are your goals/objectives?

· What is your budget?

· What is your student recruitment target for the year?

· Has advertising worked in the past?

· Is newspaper advertising the best method to promote your program(s)?

· Is there a more effective alternative to reach the consumer?

· Is your product accredited and quality measured?

· Have you allowed enough time for the advertising to be effective?

· Is your website up to date with all relevant information?

· Is your administration team trained and aware of your product?

· Has student services been notified of the main point of contact with in your division?

· Are all contact details correct?

	Advertising workflow for NT News weekend advertising

	Monday
· Email completed Advertising Request Form to: marketing@cdu.edu.au
· OMP will reply to internal client with receipt of confirmation of request

· OMP will liaise with the advertising agency for booking and production of the advertisement


	Tuesday – Wednesday
· OMP will provide internal client a cost estimate for approval
· OMP will provide internal client the first and final proof for approval/changes

· Final proof sign off by internal client and sent through via email to OMP


	Thursday
· Material dispatch by advertising buyer to appropriate media outlet


	Mid-week advertisements 

	Please ensure all requests are made the week prior to the placement for the following publications:

· The Centralian Advocate (Alice Springs) Tuesday and Friday press days

· The Katherine Times (Katherine) Wednesday press day



	Additional Information

	· Sizes and costs of the advertisements will depend on the content size and choice of colour – mono or full colour. Full colour is highly recommended.

· Positional loading may also be applicable if you wish for your ad to be placed within the first ten pages of the paper.

· All advertising material needs to be reflective of the approved brand and administration guidelines.




Please complete this form and email to marketing@cdu.edu.au
	Contact Details

	Name
	     

	Department
	     

	Telephone
	     

	Email
	     

	Objective for advertising (What’s the purpose of your communication? What do you want to achieve?)

	     

	Advertising Publication (please tick)

	 FORMCHECKBOX 
 NT News    FORMCHECKBOX 
 Sun Newspapers (Top End)     FORMCHECKBOX 
 Katherine Times (Katherine)    FORMCHECKBOX 
 Centralian Advocate (Alice Springs)

	 FORMCHECKBOX 
 Other (please specify)

	Which section of the publication would you like to have your advertisement in? (please tick)

	 FORMCHECKBOX 
 Early General News - EGN (first half of newspaper)

	 FORMCHECKBOX 
 Classifieds: Courses and Tuition

	 FORMCHECKBOX 
 Classifieds: Careerone

	 FORMCHECKBOX 
 Classifieds: Public Notices

	 FORMCHECKBOX 
 Classifieds: Births and Deaths

	Proposed publication date of the advertisement

	Date (dd/mm/yyyy)
	     

	Budget

	Amount $
	     

	Cost Code(s)
	     

	Advertising copy

	Headline:      

	Copy: 

     

	Contact details to appear in advertisement

	Telephone
	     

	Email
	     


For further assistance or queries please contact: Office of Marketing and Planning, E. marketing@cdu.edu.au
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