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GRAPHIC REQUISITION FORM

To


:
Corporate Communications Unit
Requested By
:
___________________________________

Department

:
___________________________________

Contact

:
___________________________________

Date


:
___________________________________

Date Required
:
___________________________________

(No ASAP)

All requests must be made at least 7 working days in advance

Type of Job:

  Poster

Booklet

Signage

Flyer   
                 Banner


  E-flyer

Brochure

Invitation card
                    e-backdrop or







                                                            printed backdrop


Bunting

Event Program
       Others (please specify)______________
* All text must be provided to the Graphic Artist through email.
* All the texts & forms must be approved by Respective Department Heads before forwarding to Graphic Artist.  It is to reduce the time of changing/amendments to the contents after design had been made.
* All requisitions less than 3 days will require the approval of the Head of Corporate Communications.

   Job Description/Special instructions:

	Please specify clearly or, please attach sample.

Quantity :

Size         :

Printing Option  (√)  :     inhouse

                                     :    out source




___________________                  __________________ 

____________________

        Approved By                                   Acknowledge By                                   Received Date:

    Department Heads                                     UKK



    by UKK

