Graphics Unit Work Request Form
School of Geography
To be completed by requestor after meeting with GU

Requestor:     



[image: image1]         Job Number: 
Department:  
[image: image3]      Account code:  SHAPE  \* MERGEFORMAT 



Telephone:     
[image: image5]     Email: 
[image: image6]
Job Name:       
[image: image7]
Job Summary: 
[image: image8]
                                                                                                                                                                                              (Continue overleaf if required)
Date submitted: 
[image: image9]     Date required: 
[image: image10] 

To be completed by GU line manager
Estimated hours: 
[image: image11]  @ £40/hour = £ 
[image: image12]
Work approved by GU line manager:
Yes/No
Signature 
[image: image13]     Date: 
[image: image14]
Work approved by requestor:
Yes/No
Signature 
[image: image15]     Date: 
[image: image16]
To be completed by GU designer(s)

Directory path/files: 
[image: image17]
	Date
	Work done
	Designer
	Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Continue overleaf if required)

Date completed: 
[image: image18]     Total hours:   DA 
[image: image19]   JH 
[image: image20]   AM 
[image: image21]     Final cost: 
[image: image22]
Approval by requestor upon work completion
Signature 
[image: image23]     Date: 
[image: image24]
	Job summary: (eg. Brochure, pdf, page size, colour, black & white etc.)
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