Promotional Item Requests
All requests for promotional items must be turned into the Director of Student Activities one month prior to the date of need.  Any requests not meeting this deadline will not be processed.  Please fill out this form and turn it into the folder marked “Promotional Items” in the Director of Student Activities box.   Please set up a 15-20 minute meeting with the Director of Student Activities to go over your order. 
Contact Person Name & Email:__________________________________
Budget Account Number:  __________ Organization: ______________
Why is your organization purchasing these items:  

Please attach artwork to this sheet for all items and send jpegs of artwork to jbowman@bellarmine.edu. The artwork should include a detailed description of where it should go on the item and how it should look. 

For Items other Than T-shirts:
	DESCRIPTION OF ITEM
	QUANTITY
	VENDOR
	PRICE

	
	
	
	

	
	
	
	

	
	
	
	


If ordering t-shirts please visit www.broderbros.com to select items:

	SIZE
	QUANTITY
	COLOR
	PRICE

	X-Small
	
	
	

	Small
	
	
	

	Medium
	
	
	

	Large
	
	
	

	XL
	
	
	

	2XL
	
	
	



For Office Use Only:




____________________________________
Date Form Received: ______________________

Director of Student Activities Approval
Date Artwork Received:  ___________________

Date Processed: __________________________

____________________________________
Total Price:  _____________________________

SGA VP for Finance Approval
