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	Requested Deadline – Date:
        Time:     
Do Not Deliver Before:       
	For Bureau of Publications Use Only

	
	Order #       Date Received       
	Estimate #     

	Requestor’s Name: 
     
Department:
     
Bureau/Office:
     
Room #:
      
Building #:
     
Street Address:
     
City, State, Zip:
     
Email Address:
     
Phone No.: 
     
	 SAP Coding (Fund/CC/GL)
      /       / 6391030 – 100%

      /       /       –   %

      /       /       –   %

      /       /       –   %

      /       /       –   %

      /       /       –   %
	Estimated $     

	
	
	ESTIMATE

 FORMCHECKBOX 
 Estimate Required   Prior To Production 
Any modification to specifications once estimate is provided will invalidate the estimate.  Shipping/mailing costs not included in estimates.  ESTIMATE GOOD FOR UP TO 90 DAYS.

	Grant Internal Order # (If applicable)      
	ICS Coding (If applicable)      
	

	DOCUMENT INFORMATION

	Document Name, Description & Special Instructions:
(Include Document Number, if applicable)

      
Courtesy pick up service of hard copy orders 
is available in the Harrisburg downtown area.  
Please allow one business day for pick up.
 FORMCHECKBOX 
 Confidential/Sensitive Data
	Artwork:

 FORMCHECKBOX 
 Hard Copy Sample/Mock Up Being Provided to Bureau of Publications
 FORMCHECKBOX 
 Native Art File Type –      
 FORMCHECKBOX 
 PDF Only, No Native Art File Available 

Artwork Contact (If different than requestor) –      

	
	Reprint of Previous Order – Order #       (If known)
 FORMCHECKBOX 
 Exact Reprint                  FORMCHECKBOX 
 Reprint with Changes

*If your document has major changes, please submit an STD-7 “Document Design & Layout Request Form”

	 FORMCHECKBOX 
 Hard Copy  Proof Required by Customer
Prior to Production
	

	PRINTING SPECIFICATIONS

	GENERAL

Quantity Needed      
# of Original/Single-Sided Pages
    (including any covers)       
 FORMCHECKBOX 
 Print Uncollated
	LIGHT WEIGHT STOCK
 FORMCHECKBOX 
 20# Bond –  FORMDROPDOWN 

 FORMCHECKBOX 
 24# Bond –  FORMDROPDOWN 

 FORMCHECKBOX 
 70# Text –  FORMDROPDOWN 

 FORMCHECKBOX 
 80# Bond –  FORMDROPDOWN 

 FORMCHECKBOX 
 80# Gloss Text --  FORMDROPDOWN 

 FORMCHECKBOX 
 Carbonless –   FORMDROPDOWN 

 FORMCHECKBOX 
 Label Stock –  FORMDROPDOWN 

 FORMCHECKBOX 
 Linen Text –  FORMDROPDOWN 

 FORMCHECKBOX 
 Parchment – Natural

 FORMCHECKBOX 
 Others (Special Orders) –      
	HEAVY WEIGHT STOCK
 FORMCHECKBOX 
 65# Cover  –  FORMDROPDOWN 
 
 FORMCHECKBOX 
 80# Cover –  FORMDROPDOWN 

 FORMCHECKBOX 
 100# Cover –  FORMDROPDOWN 

 FORMCHECKBOX 
 110# Index –  FORMDROPDOWN 

 FORMCHECKBOX 
 Gloss Cover --  FORMDROPDOWN 

 FORMCHECKBOX 
 Linen Cover –  FORMDROPDOWN 

 FORMCHECKBOX 
 Tabs (5-Cut) –   FORMDROPDOWN 

 FORMCHECKBOX 
 Other (Special Orders) –      

	PRINTED SIZE
Flat/Open Sheet Size        x      
Folded/Finished Size        x      
	
	

	SIDES PRINTED
      FORMDROPDOWN 

	
	

	PUNCHING

 FORMCHECKBOX 
 3-Hole (Standard Left)
 FORMCHECKBOX 
 Other      
	Please note that we are able to offer you the best pricing and turn around time when selecting the stocks listed above.  Special order stock may require additional time during the production cycle in order to allow us time to order the stock.

	INK
 FORMCHECKBOX 
 Black ONLY

 FORMCHECKBOX 
 Spot Color


 FORMCHECKBOX 
 Black    FORMCHECKBOX 
 PMS Color(s)      
 FORMCHECKBOX 
 Full Color
 FORMCHECKBOX 
 Mixed Pages
      # of B/W Pages      
      # of Colored Pages      
 FORMCHECKBOX 
 Use Heat Resistant Ink

 FORMCHECKBOX 
 Bleeds
	ENVELOPES

 FORMCHECKBOX 
 Envelope –  FORMDROPDOWN 

*All envelopes white with gum sealed (i.e., requires moistening) unless otherwise noted.  

NOTE:  For the best pricing currently available, please order your envelopes from Westvaco under SAP Contract #4600010052.  

	COVERS
Ink Type  FORMDROPDOWN 

 FORMCHECKBOX 
 Front Cover

 FORMDROPDOWN 

 FORMCHECKBOX 
 Back Cover


 FORMDROPDOWN 



	FOLDING

 FORMCHECKBOX 
 C-Fold

 FORMCHECKBOX 
 Z-Fold

 FORMCHECKBOX 
 Double Gate Fold

 FORMCHECKBOX 
 Engineering Fold

 FORMCHECKBOX 
 Half Fold

 FORMCHECKBOX 
 Other      
	BINDING
 FORMCHECKBOX 
 Comb –  FORMDROPDOWN 

 FORMCHECKBOX 
 Coil –  FORMDROPDOWN 

 FORMCHECKBOX 
 Tape –  FORMDROPDOWN 

 FORMCHECKBOX 
 Staple – Upper Left Corner

 FORMCHECKBOX 
 Staple – Dual Left (Book Stitch)
 FORMCHECKBOX 
 Saddle Stitch (2-staples in center fold)
 FORMCHECKBOX 
 Other      
	PADDING
 FORMCHECKBOX 
 Pad

# of Sheets in Pad  FORMDROPDOWN 

Location  FORMDROPDOWN 

 FORMCHECKBOX 
 Do not include chipboard backs
 FORMCHECKBOX 
 Other      

	MISCELLANEOUS 
 FORMCHECKBOX 
 Die Cut
 FORMCHECKBOX 
 Perforation

 FORMCHECKBOX 
 Score (crease)
	PACKAGING

 FORMCHECKBOX 
 Rubber Band Sets

 FORMCHECKBOX 
 Slip Sheet Separators

	 FORMCHECKBOX 
 Shrink Wrap – # per Pack      
 FORMCHECKBOX 
 Carton – # per Carton      

	MAILING SPECIFICATIONS

	MASS MAIL PERMIT

 FORMCHECKBOX 
 Meter/Use CWOPA Indicia

 FORMCHECKBOX 
 Use Agency’s Indicia – Permit #       

 FORMCHECKBOX 
 Do Not Apply Postage or Indicia
	INSERTION REQUIREMENTS
Envelope Size               
 FORMCHECKBOX 
 Printed Envelopes Provided By Agency*
Contents      
Other      
NOTE:  You will need to consult with us regarding your envelope stock prior to production of your order.  Only good quality envelopes with certain construction specifications are able to run effectively on our inserter.

	CLASS

 FORMCHECKBOX 
 1st Class              FORMCHECKBOX 
 Standard  
	

	MISCELLANEOUS

 FORMCHECKBOX 
 Print Addressee Information on Envelope/Self-Mailer
 FORMCHECKBOX 
 Print Return Address on Envelope/Self-Mailer
 FORMCHECKBOX 
 Pressure-Seal
 FORMCHECKBOX 
 Wafer Seal (Tab Seal)
 FORMCHECKBOX 
 Confidential/Sensitive Data
	OTHER REQUIREMENTS

 FORMCHECKBOX 
 Address Cleanse

           FORMCHECKBOX 
 CASS            FORMCHECKBOX 
 NCOA

 FORMCHECKBOX 
 Addresses Already Prepped and Cleansed by –      
Date Mailing Needs to be Postmarked –      
Other Mailing Details –      

	DELIVERY SPECIFICATIONS

	DELIVERY METHOD
 FORMCHECKBOX 
 Customer Pick Up

 FORMCHECKBOX 
 Interoffice Mail (Only available for Envelope-Sized Packages)
 FORMCHECKBOX 
 Publications Delivery Service

 FORMCHECKBOX 
 Parcel Shipment (i.e., UPS, USPS, etc.)

 FORMCHECKBOX 
 Other –      
	DELIVERY LOCATION(S)

 FORMCHECKBOX 
 Publications Warehouse – Material Code      
 FORMCHECKBOX 
 Customer at Address Listed at top of Page 1

 FORMCHECKBOX 
 Other Delivery Location –      
 FORMCHECKBOX 

Multiple Drop Shipment Locations (List below or supply us with an Excel spreadsheet) –      

	SUBMITTAL PROCEDURES AND AUTHORIZATION TO PRODUCE
(IF ESTIMATE IS REQUIRED, DO NOT COMPLETE UNTIL AFTER YOU HAVE ACCEPTED THE ESTIMATED PRICE)

	By typing my name below and emailing this form to “GS, Publications Customer Service” at RA-gspubcustservice@state.pa.us,
I am authorizing the production of this request. 
Type Name Here to Authorize Order –      
After completing this form, save the completed form to your PC.  Then attach the completed form to an email message 
sent to “GS, Publications Customer Service” at RA-gspubcustservice@state.pa.us. 
For RUSH ORDERS, please call 717-704-1029 immediately after emailing us your completed order form.

	For Bureau of Publications Use Only

	CAM Assignment:      
Comments from CAM:      

SAP Document Number:      
	Files Located in: 
 FORMCHECKBOX 
 EJB
 FORMCHECKBOX 
 FTP Site

Deliver Hard Copy Originals to:      
Job Cost Total:      


For more information and guidance in completing this form, visit us on the web at http://www.dgs.state.pa.us/publications 
SIGNS * DESIGNS * PRINT * MAIL






Print & Mail Request Form
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