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PRINTING CHARGE______________________

REQUEST # ______________________________

APPROVED ______________________________

MARKETING DEPARTMENT USE ONLY

Vendor _____________________________________________________ Phone ___________________

Contact _____________________________________________________ Phone ___________________

E-mail_______________________________________________________ Hours __________________

Address _______________________________________________________________________________

Fed Ex #_____________________________ Date Out ________________ Date Due ______________

PROJECT NAME

Communications & Community Relations
Request for Services

JOB # ______________________________

  REVISION     NEW

BOOKED DATE CLIENT’S NAME EXT DEPARTMENT BUDGET CODE

PRINTER DATE COMPLETION DATE TOTAL BUDGET

  COPYRIGHT RESTRICTIONS WARNING
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified in the law, libraries and ar-
chives are authorized to furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or 
research.” If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of “fair use,” that use may be liable for copyright infringement. This institution reserves the right to refuse to 
accept a copying order if, in its judgment, fulfillment of the order would involve violation of copyright law. For further information please refer to Fair Use of Copyrighted Works available on the Reprographics counter.

Client is responsible for all 
distribution, including obtaining 
and affixing labels, placing in 
College mailboxes, and USPS 
mailing.

  Hold at counter

 Send to IVC

 Send to Bookstore

 USPS Mailing

   First Class (under 200)

  Bulk (over 200)

 DISTRIBUTION

 Printing: 

 # copies __________ # originals ________

 Paper code: _________________________

 Not Back-to-Back (Jobs are p rinted  
back-to-back unless  specified otherwise.)

 Not collated

 Collate head to head   Toe to head

 8 1/2 x 11  8 1/2 x 14  11 x 17

 NCR: # parts __________

  Finishing

   Insert chapter breaks

    Cut to Size ____________________

  3-Hole Punch

    Fold to Size ____________________

  Binding

   1 Staple

   2 Staples

   GBC plastic comb

   Tape

  Card stock covers

   Clear vinyl covers

 PRINTING AND BINDING 

  All copy finalized & spell checked

 Grammar checked

  Phone numbers verified

  E-mail addresses verified

  Web addresses checked

  Name spelling verified

  Position titles verified

  Department names verified

  Dates and times verified

  Places verified and spelling checked

  Photos and camera-ready art include copyright info.

  Quoted copy follows copyright guidelines

To the best of my knowledge this is true, correct, and final copy.

Signature ____________________________ Date ______________

Signature ____________________________ Date _______________

CLIENT

 CLIENT PROOFING INTAKE CHECKLIST

MGR / SUPERVISOR / DEPT CHAIR

 CLIENT IS PROVIDING

 MINOR REVISIONS: Copy marked up in red

 COPY VIA (digital copy only accepted)

   E-mail  CD  Zip  Floppy

 FILE TYPE

   rtf  doc  txt  pdf

File name: _________________________________

IMAGE FILES: Please include copyright info.

  Camera-ready art # ___________

  Digital art # __________  eps  tif

  Photographic prints # ______________

  Digital photos of at least 300 dpi

  # ______ tif  # _____ jpg  # _____ raw

C&CR USE ONLY

Dean/Director ___________________________________________________________________________________________ Date _____________________

Director of Communications & Community Relations _________________________________________________________ Date _____________________

  APPROVAL SIGNATURES

Please allow up to six to ten weeks for new projects, and from two to eight weeks for revisions to existing projects.



1. PROJECT (check one):  Ad   Banner   Book   Brochure 
 Calendar Listing   Envelope   Event Program   Flyer   Form 
 Mailer   News Release   Photography   Postcard    Poster  


 

Public Service Announcement   Sign   Video Production  

 Website/Web Page Production

 Layout template code ________________________________________

2. Target Audience?

   18-26 years old students
  COM Faculty and Staff
  Disabled students
  ESL students
  Elder students

   Other ____________________________________________________

3. Is this piece one of a series?   No   Yes: # of _________ pieces

 Job #'s _____________________________________________________

 ____________________________________________________________

4. How do you wish the reader to perceive your service, class, or 
event? (friendly, entertaining, professional, cutting edge, prestigious, 
forward thinking, fun, innovative, thought provoking)

 ____________________________________________________________

5. What feeling in the reader do you wish to arouse? (curiosity, 
excitement, action)

 ____________________________________________________________

   High School students 
  International students
  Marin business
  Marin residents
  Reentry students

 CREATIVE BRIEF

 STAFF ASSIGNMENTS

  Creative team lead

  Design/Layout

  __________________
  __________________

  Photography

  Proofing

  Printer Liaison

  Press Check

  Other ____________

C&CR USE ONLY

6. What do you want the reader to do?

   Primary action _____________________________________________
 

  Secondary action __________________________________________

7. Where are you thinking of publishing/distributing this piece (and why 
there)?

 _____________________________________________________________

 _____________________________________________________________

8. OPTIMUM DATES TO PUBLISH / DISTRIBUTE / MAIL

 Event Poster / Flyer / Mailer 

Stage 1 _________ weeks before event date of____________________ 

Stage 2 _________ weeks before event date of____________________

 Program Recruitment 

Stage 1 ___________ weeks before ____________ semester start. 

Stage 2 ___________ weeks before ____________ semester start. 

Stage 3 ___________ weeks before ____________ semester start.

 Informational Material

 Stage 1 _________ weeks before event date of____________________ 

Stage 2 _________ weeks before event date of____________________

 

INTAKE STAFF ______________________________________________________________________________ DATE _________________________________

Assigned
To / Date

Shoot or 
Press Check

Date

Final
Due Date

1st Client Meeting
Time / Place / Staff

Second Client Meeting
Time / Place / Staff

Third Client Meeting
Time / Place / Staff

First Proof Cycle Dates

Out / Staff Initials In / Staff Initials

Second Proof Cycle Dates

Out / Staff Initials In / Staff Initials

Third Proof Cycle Dates

Out / Staff Initials In / Staff Initials

 ADDITIONAL NOTES
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