Massey University Advertising Request Form

This form is to be used to request an advert booking. All bookings are made through your departmental marketing manager, or if you don’t have one please forward form to central marketing masseymarketing@massey.ac.nz
Note: This form is separate to placing the advert. A minimum of 5 working days is required for the advert to be designed and sent to the publisher.

	Contact Information

	Date:
	

	Name:
	

	Department:
	

	Contact Phone:
	

	Contact Email:
	

	Date Advert is needed by:
	

	GL or RM number (account code):
	


	Advertisement Information

	Advertising Purpose

	Who is this advert aimed at?
	

	What is the primary message/purpose?
	

	What would you like to achieve by placing this ad?
	

	Placement of Advert

	Where would you place to place the ad?
	

	OR would you like advice on placement?
	

	Size of Advert

	Size of advert (mm deep x mm wide)
	

	I would like advice on size
	

	Is the advert to be portrait or landscape?
	

	Colour Information

	Full Colour
	

	2 colour duotone
	

	Grey scale
	

	Booking Information

	Deadline for supply of advert?


	

	Email address for submitting the final advert?
	

	Who is the contact at the publication?
	

	What is the reference number we can use for the advert (e.g. AV 0602 for an aviation advert placed in June)
	

	How does the publisher want the ad provided? (e.g. pdf, jpg, etc)
	


	Advert Content

	Headline 
	

	Body Text
	

	Contact details if not generic
	

	Image attached or photo database reference number? (if not is there a specific requirement for us to look at
	


Once you have completed this form, please send it to your departmental marketing manager.  If you are unsure who this is, or you do not have this position in your department, you may submit it to marketing@massey.ac.nz.

Details of the process are available online at http://comms-and-marketing.massey.ac.nz/massey/about-us/administrative-unit/communications-and-marketing/advertising.cfm 

	Internal Use Only: Checklist – tick if requirement meet

	Sufficient Brief Received
	

	Publication choice approved
	

	Any other Massey University ads in the publication
	

	Space booked through Media Agency – Ref:
	

	Ad booked through design – Ref:
	

	Proof Received
	

	Signed off by client
	

	Signed off by Departmental Marketing Person
	

	Signed off by Central Marketing
	

	Advert sent to publication
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