
Got something you’d like to promote?
Here is a flow chart to help walk you through the planning process. If you get stuck or need 
help at any point feel free to get in touch with us at amanda.robinson@su.ualberta.ca

Is your information complete?

If you need information 
from a di�erent party; 
confirmation/approval;  
more time to finish the 
form, no problem, we 

can wait!

Do you have a question 
about how to complete 

the worksheet?

Call or email 
us for help!

Wonderful! Send your completed 
form to marketing@su.ualberta.ca 

along with any additional information.

If desired, we'd be happy to
meet with you and help select

the media you’ll use to get
your message across.

(ex. print, web, SUTV, etc.) 

Here we can also talk design: 
Do you have any colours or 
stylistic elements that are 

important to  include?

DESIGNER MAGICEND PRODUCT

EDITING AND 
REVISIONS

Carefully look over 
this draft and let us 
know if any changes 

are required.

SIGN A 
PRINT RELEASE 
This is your last 
chance to catch 
any mistakes.

PRODUCTION

Go online at su.ualberta.ca/request and 
download our Marketing Services Request

Gather all of the information 
you need to complete the form.

START


