PMP # XXXXXXXX
PRINTING SPECIFICATIONS (Envelope)
University of Wyoming Public Relations, Institutional Marketing Dept.
Dept. 3226, 1000 E. University Ave., Laramie 82071
If using UPS, Fed Ex, or another carrier to send proofs or ship publications, add: c/o Shipping and Receiving, 16th and Gibbon Streets
	[bookmark: Text2]Dept*: Insert Dept
	[bookmark: Text3]Project Name*: Insert Project Name
	Date*:MM/DD/YYYY

	[bookmark: Text1]By*: Insert Name
	[bookmark: Text5]Phone*:(XXX)XXX-XXXX
	[bookmark: Text6]Email Address*:Insert email address

	[bookmark: Text7][bookmark: _GoBack]Quantity*:Insert number              
	[bookmark: Text8]Envelope Size*:example No. 10 envelope w/window
	Lot #:Insert number              

	Production Materials Provided: pdf, CD, etc.
	Productiona Materials Available: MM/DD/YYYY


For Envelope Reference Sizes Visit    http://designerstoolbox.com/designresources/envelopes/
For projects with more than one lot/part, please use separate spec sheets for each item 
and use the Multi-Lot Cover Sheet to summarize the project.


	SIDES PRINTED
	[bookmark: Check1][bookmark: Check2]|_|One        |_|Two
	

	ENVELOPE COLOR
	[bookmark: Text9]Please Specify: Click here to enter text
	

	SPECIAL PROCESSES
	[bookmark: Check3]|_|UV Coating
[bookmark: Check4]|_|Lamination
[bookmark: Check5]|_|Perforation
	[bookmark: Check7]|_|Aqueous
[bookmark: Check8]|_|Die Cut
[bookmark: Check9]|_|Folding
	[bookmark: Check10]|_|Varnish
[bookmark: Check11]|_|Embossing
[bookmark: Check12]|_|Foil Stamp

	
	[bookmark: Check6][bookmark: Text10]|_|Other: Click here to enter text


	SPECIFIC DETAILS (Example: die cut circle will be approx. 1.25" in diameter) :
[bookmark: Text11] Click here to enter text




	INK
	Front
	[bookmark: Check13][bookmark: Check15]|_|4 color (full color)                |_|3 color
[bookmark: Check14][bookmark: Text12]|_|Other: Click here to enter text
	[bookmark: Check19]|_|2 color
	[bookmark: Check20]|_|1 color


	
	Back
	[bookmark: Check16][bookmark: Check18]|_|4 color (full color)                |_|3 color
[bookmark: Check17][bookmark: Text13]|_|Other: Click here to enter text


	[bookmark: Check22]|_|2 color
	[bookmark: Check21]|_|1 color



JOB SUMMARY/INSTRUCTIONS
Use this area for a detailed summary of the project.
[bookmark: Text14]Click here to enter text





BID QUOTES

Example A      5000 No. 10 envelopes with window

Example B      (Variation quotes) 
1. 5000 No. 10 envelopes with window
2. 7500 No. 10 envelopes with window
EXAMPLE





[bookmark: Text15]Click here to enter text





REQUIRED HIGH-END DIGITAL COLOR PROOF
If yes, proof must be trimmed to final size, backed up, folded and bound to match job specifications. Designated OVERNIGHT DELIVERY is required for next day delivery of proofs to Publications Service.
Proofs to be sent to Publications Coordinator:  Dept. 3226, 1000 E University Ave., Laramie, Wyoming 82071

[bookmark: Check24][bookmark: Check23]		|X|Yes    	|_|No   (Checking yes is highly recommended. A proof is a high quality printed sample.)







If a low-resolution pdf of the finished file is available, it is recommended to be sent in with this Printing Specifications sheet for a more accurate price quote. If a low-resolution pdf is available, please designate with prefix-low-res. (Example: “low-res_envelope.pdf”)


PLEASE READ THE FOLLOWING CAREFULLY

[bookmark: Text16]EXTENSION: This contract may be extended for two additional years, in one-year increments, by mutual agreement among university client, Purchasing buyer, Publications coordinator, and print vendor. Yes

[bookmark: Text17]AUTHOR’S ALTERATIONS: Any additional proofs and prepress charges above the original bid must be approved by the UW client before the vendor proceeds with the print job. Give price per hour for author’s alterations (AAs) Yes

DELIVERY OF PRODUCTION MATERIAL: Every effort is made to send production materials to vendor on date specified. If a delay is necessary, publications coordinator will notify vendor.

ADDITIONAL COPIES: Send 7 copies to publications coordinator upon delivery of job.

RETURN OF PRODUCTION MATERIALS: All production materials remaining at the vendor’s upon completion of job MUST be returned to publications coordinator CONCURRENT with delivery of job. Scans, separations, color proofs, and dies furnished by client and sent in labeled envelopes must be returned in same envelopes.

CONSECUTIVE NUMBERING: All university documents/forms requiring consecutive numbering MUST include specified minimum number and complete consecutive numbering within the series.

PACKING AND SHIPPING: Band publications/stagger in cross-lifts (25, 50, 100 copies each) before packing cartons. Total weight of each shipping carton or box of publications shall NOT EXCEED 50 POUNDS. Mark each shipping carton or box with publication name and number and with the quantity enclosed. Bid price shall be FOB destination/freight prepaid and allowed.

OVER- AND UNDER-RUNS: The university client specifies the quantity needed, consequently, under-runs are not accepted. The university does not routinely accept over-runs. When an over-run is available, the client may elect to pay the additional cost if the Purchasing buyer is notified in advance of delivery

VENDOR MAIL PROCESSING: Please anticipate a 3-5 business day delay to account for mail list processing and final mailing of design files.

VARIABLE DATA PROCESSING: Please anticipate a 5-7 work day delay to account for additional variable data printing.

	DELIVERY DEADLINE:
[bookmark: Text18]MM/DD/YYYY	
	Deliver completed order to:
[bookmark: Text19]Insert Name, Insert Dept

	(Allow 15 working days after file is delivered to vendor)
	C/O. Shipping and Receiving
16th and Gibbons Streets

	
	Laramie, WY 82071



