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Email: info@cnu.edu.ph 
Website: www.cnu.edu.ph


Announcement Request Form

Name of requesting party: 		_____________________________________________
Date of request: 			______________
Date the announcement shall be made: 	______________
Where the announcement shall be made (Please tick below):
	Medium
	Pls. Check
	Guidelines

	Flag Ceremony
	
	Cut-off: Fridays at 5PM 

	Announcement this Week Email
	
	Cut-off: Fridays at 5PM

	Facebook 
	
	Please submit 3 working days before the posting date.

	Website
	
	Please submit 5 working days before the posting date. 

	Digital TVs
	
	Please submit 5 working days before the posting date.

	LED Wall
	
	Please submit 5 working days before the posting date.

	University Email
	
	Please submit 3 working days before the posting date. 

	Public Announcement System
	
	


 

Announcement: (Use additional sheet if needed):RECEIPIENT/RECEIVER OF THE ANNOUNCEMENT

To:	________________________________________________________________________________
Text Announcement:  _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________CRAFT A CAPTION/MESSAGE/BODY OF THE EMAIL TO YOUR RECEIVER


For announcements that include graphics (e.g., pictures, videos), you may send them as email attachments to info@cnu.edu.ph or provide your softcopy to the IFMSU webmaster.  


Requesting Party:

Signature over printed name:	________________________________
Department/College/Office:	________________________________


Noted by:

________________________________
Unit Head

-----------------------------------------------------------------------------------------------------------------------------------------------------
[bookmark: _GoBack]IFMSU Section Only

Date the request is received:		________________________________
Date the request is accomplished: 	________________________________
Accomplished by: 			________________________________	
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