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Publications Department Job Worksheet

Date:     

Department:      

Contact Person/Ext.:      

Name of Publication:      


(Please check one)
 FORMCHECKBOX 
 New
or
 FORMCHECKBOX 
 Reprint

If this is a reprint, are revisions required?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Type of Project:
 FORMCHECKBOX 
 Flyer
 FORMCHECKBOX 
 Postcard
 FORMCHECKBOX 
 Report

 FORMCHECKBOX 
 Booklet/Program
 FORMCHECKBOX 
 Poster
 FORMCHECKBOX 
 Brochure


 FORMCHECKBOX 
 Bookmark/Ticket
 FORMCHECKBOX 
 Other:      

(Please check one)
Paper type:
 FORMCHECKBOX 
 Hammermill 32#
 FORMCHECKBOX 
 Plain
 FORMCHECKBOX 
 Card Stock  


 FORMCHECKBOX 
 Linen/Linen Stock
 FORMCHECKBOX 
 Postcard Stock
 FORMCHECKBOX 
 Other

(Please check one)
 FORMCHECKBOX 
 Color
or
 FORMCHECKBOX 

B/W
Quantity Desired:       
  Required Delivery Date:      

NOTE: Please provide electronic version unless Publications is creating the piece.
If revisions are required, please attach copy with any revisions clearly marked, preferably in red ink. Attach separate sheet if necessary.
Additional Information:      

     

Dean, Director or VP Signature: 

IMPORTANT NOTICE: Please allow up to two weeks for reprints, four weeks for new projects, and six to eight weeks for projects that are printed out-of-house. Quantities over 500 may be subject to out-of-house printing, so please allow extra time to ensure on-time delivery.

For Publications Use Only:

Approved by PR:
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Non-Discrim. Statement included
 FORMCHECKBOX 
 In-House Project: Price Quote:  

Date Delivered:  

Special services:
 FORMCHECKBOX 
 Cutting
 FORMCHECKBOX 
 Folding
 FORMCHECKBOX 
 Other 

 FORMCHECKBOX 
 Outside Printer: 

 FORMCHECKBOX 
 Price Comparison Form completed
Price Quote:  

Est. Date of Delivery:  

Revised October 2016

