DASS Marketing Project Request Form

The DASS marketing and recruitment office assists staff with activities that promote our work.

We work with other areas in the university such as the print centre, student recruitment, the marketing department and the alumni office to coordinate DASS promotional activity.

Please DO use this form to notify us about your need for a promotional project: e.g.
• poster 
• leaflet
• existing publicity update
• broad promotional strategy for a course











Please DON’T use this form for website related works. Please email Maryam Moarefvand for website related works at m.moarefvand@londonmet.ac.uk or 
phone 020 7133 5175

Please DON’T use this form to request support for an event. Please contact Suzanne Cooper for an initial discussion about events at 
s.cooper@londonmet.ac.uk or 
phone 020 7133 5242

Please DON’T use this form to request reprographic work for teaching – please contact the DASS departmental office for this.


When we receive this form, we will assess your requirements and contact you to explain how we will fulfil your request.

When completed please return this form to dassprojectrequest@londonmet.ac.uk or place it in the departmental pigeon hole in reception on the ground floor at Ladbroke House, or in the departmental office at Calcutta House

Your name 
Subject area      
Phone      
Email      
Room number  FORMDROPDOWN 

Date required      
Office use

What activity is being promoted (please tick)

 FORMCHECKBOX 
 Course  PG 

 FORMCHECKBOX 
 Course UG  

 FORMCHECKBOX 
 short course    

 FORMCHECKBOX 
 research    

 FORMCHECKBOX 
 subject area    

 FORMCHECKBOX 
 department   

 FORMCHECKBOX 
 alumni relations    

 FORMCHECKBOX 
 student achievement

 FORMCHECKBOX 
 other – please give details

What is being requested (please tick)

 FORMCHECKBOX 
 written content development  FORMCHECKBOX 
 promotional strategy

 FORMCHECKBOX 
 flyer

 FORMCHECKBOX 
 brochure

 FORMCHECKBOX 
 course leaflet  

 FORMCHECKBOX 
 subject area cluster leaflet   

 FORMCHECKBOX 
 powerpoint presentation   

 FORMCHECKBOX 
 video

 FORMCHECKBOX 
 audio

 FORMCHECKBOX 
 other – please give detail

     

 FORMTEXT 
     

If promotional material

Please provide the written copy that is needed for the material here.

     
Please list here any other media material (sound files/images/video) that you are submitting for use with this request – and how this is being submitted (on disk or by email etc).

     
Do you have funding for this activity? Please provide a budget code if you do. 

No recharges will be made before costs are discussed with you.

     
