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 iHud Email Request Form
Please provide as much information as possible to ensure your request can be completed accurately and on time. There is a 4 week turnaround time unless item is urgent and could not be planned head.
1) Requestor’s name and contact number
2) School/Subject Area
3) Communication title e.g. ADA UCAS Event Promo, HHS Open Day follow up
4) Frequency of communication e.g. one off, monthly, weekly

5) Expiry date of communication. When should emails stop being sent?

6) Objective of communication? 
7) Reporting required to measure effectiveness of communication?
8) Please supply any URLs for links.
9) Who is the communication going to? e.g. UG/PG/PT/FT/Campus/Subject area
Please ensure this is as accurate as possible and include any relevant exclusions.

	


10) Do you have any specific photography that should be used to integrate with other comms?
11) Are you supplying copy or does this need to be written?

12) Date communication needs to be live and why?
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