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	REQUEST FOR APPROVAL TO POST MATERIALS


Clubs & Organizations  |  Student Leadership Programs (SLP)

FORM SUBMISSION PROCEDURE
1. Complete this form in its entirety.
2. Ensure that your marketing materials contain all required information.
3. Obtain advisor’s signature.
4. Bring this form to the Student Engagement and Applied Leadership (SEAL) Center along with a sample of your marketing piece.
5. Your marketing piece will be reviewed and if no changes are necessary, SLP will make 20 copies to submit to Leadership, Career and Health for posting.
6. If changes are required, you will be notified of the necessary changes and will need to provide SLP with revised materials.  When SLP receives the corrected materials, 20 copies will be made and submitted to Leadership, Career and Health for posting.

Processing time/information: Five to seven business days from date completed form is received.  

CONTACT INFORMATION
	Name of Club/Organization:
	

	Date:
	

	Name of Requestor:
	

	Name of Advisor:
	

	Requestor Title:
	

	Advisor Phone Number:
	

	Requestor Phone Number:
	

	Advisor Email:
	

	Requestor Email:
	

	
	



REQUIRED INFORMATION ON MARKETING MATERIALS
In addition to the name of your club/organization, your marketing pieces must contain the following information.  Please initial next to each requirement to verify that the information is present in your materials:

	
	Name of Event
	
	Price (if applicable)

	
	Date of Event
	
	Reason for Advertisement (looking for volunteers, requesting attendance, etc.)

	
	Time of Event
	
	Contact Information (Dolphin Email address, advisor’s extension or phone numbers)

	
	Location of Event
	
	



Marketing pieces will be posted on Mondays and Wednesdays between 2 p.m. and 4 p.m. ONLY.  
Flyers will remain posted for a maximum of two (2) weeks.

	Signature of Requestor:
	
	Date:
	

	Signature of Advisor: 
	
	Date:
	

	Signature of Rec Sports Coordinator (for sports clubs only):
	
	Date:
	

	Signature of SLP Designee:
	
	Date:
	



	INTERNAL USE ONLY

	
	Date
	Initials

	Received
	
	

	Logged
	
	

	Confirmation sent
	
	

	Flyer approved
	
	

	Request sent to LCH
	
	


Questions?  Contact the Student Engagement and Applied Leadership (SEAL) Center at (805) 437-3356 or studentleadership@csuci.edu. 
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