Form Layout:

Name (First & Last):

Email address:

Department/team requesting:
1. Marketing
2. Finance
3. Operations
4. Sales
5. Human Resource 
6. Other (please specify)

Type of content:
1. Email
2. Video
3. PDF
4. Text
5. Other (please specify)

Communication details (i.e., message, goals, process changes, updates, etc.)

Who does this content need to be sent to?
1. Entire company
2. Specific department

If you answered “specific department,” please list which department.

When would you like this communication to be sent?

Is this deadline firm or flexible?
1. Firm
2. Flexible



Example:
[image: ]
image1.png
TEMPLATE: Communications Request
Form

“This communications request formis designed to ensure that every department's
essential messages, announcements, and updates are amplfied to the correct audience.
‘Send this form to your team to gather nformation about what topics specific departments-
wiould ke to nclude in your upcoming employee newsletter! This form is fully
customizable o it your needs.

Please note: Once the form has been copied, add a question for File Upload

&R kelsey@useworkshop.com (not shared) Swich account =Y

Name (First & Last)

Vour answer

Email address:

Vour answer

Department/team requesting:

Choose -

Type of content:

O Email
O Video
O poF
O Tt
O other

Communication detals (L, message, goals, process changes, updates, etc.)

Vour answer




