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Printing Services

Overview

A wide variety of printed material is produced by Oberlin College each year. On the average over 4,000 jobs will be handled annually by the Printing Services staff. This printed material advertises college events, programs and in general helps the college to operate efficiently. There are three basic categories of printed material: forms (internal and off-campus), college stationery (envelopes, letterheads, labels, business cards), and general (announcements, catalogs, brochures, pamphlets, periodicals, postcards, newsletters, reports, and posters).

The goal of the Printing Services is to provide the necessary printed materials for Oberlin College in an efficient cost effective manner.

Oberlin’s printing program consists of three distinct areas:

First, the Office of Printing Services using in-house personnel provides the bulk of the quick copy and routine bindery services required by Oberlin College. Printing Services also has responsibility for monitoring the purchase of printed materials as well as issuing purchase order numbers and providing information on how printed work may be accomplished.

Second, outside vendors provide offset printed materials. Individuals requiring printed material will be referred to one of these vendors if the job requirements are beyond the capabilities of Printing Services.

Finally, the Office of Communications provides help in the design and layout of complex documents and 4 color process work.

Policies

Printed material plays an important part in establishing the overall image of Oberlin College. Given this role, certain printed materials that will meet the public eye must adhere to established guidelines. The Office of Communications is responsible for the “look” of documents going to parties outside Oberlin College. 

Stationery, letterhead, envelopes, and business cards, have an established format that must be followed. Requirements for these items have been provided for through specially selected outside vendors. All requests for these items will be handled directly through Printing Services. Any deviations from the approved format must be approved by the Director of Communications.


Complex documents such as the Conservatory and Arts & Science View books along with those projects requiring design and layout work, will be administered through the Office of Communications.

Any printing required from Printing Services or outside vendors must be listed on the approved Publications List. This list is published on line and lists all the approved documents and publications that may be printed by college organizations. If your document/publication is not listed contact Printing Services for further information.

Publications not on the approved Publications List must be approved by the Division Head on the Publication Request Form. A copy of this form is available on line. This form should be completed and forwarded to Printing Services whether or not the request is finally approved by the Division Head.

Location and Hours

Oberlin College’s Office of Printing Services is located on the ground floor of the Service Building located at 173 West Lorain Street.

Printing Services’ hours of operation are 8:00 a.m. to Noon and 1:00 p.m. to 4:30 p.m. Monday through Friday.

Preparing to submit your job

As always it pays to be prepared. First establish exactly what function (i.e., a brochure, letter, etc.) your document will perform. After you have prepared the text and images (line art or photographs) you have several other decisions you must make.

[image: image2..pict]A decision should be made as to whether you will provide camera-ready art work for the project. If the document is not camera ready assistance will be needed in preparing your copy. (“Camera-ready” art is an original document that is suitable for a printer to shoot a negative from when preparing a plate for printing. It should be free of cut marks, lines, staple holes, staples, spots and marks that might show up in a photograph.)

Fig. 1   Work Order (rev. 3/94)

Printing Procedures

All requests for printed materials must be submitted on a Printing Services Work Request (See figure 1). Complete all applicable shaded areas in the left hand portion of the work request (ensure that the authorization to print signature is on the form). Should questions arise you will be contacted. Jobs to be completed in-house need no further action on the part of the customer beyond submission of the artwork and work request. Requests for outside printing also require that a purchase order number be assigned and if the cost is over the threshold cost of $250.00, it must be bid for best price. When you have a printing requirement it will be handled in the following manner:

a
If the job is a quick copy or routine printing job, submit a request to Printing Services detailing the requirement, along with any original art. Allow at least 2-3 weeks for the turn around of the document. (This is especially true during the peak periods of late summer, January/February, and April/May time frame) Normally your work will be turned around faster if you can plan ahead and submit the requirement for completion during the off peak periods. Prepare your work request on the standard multi-part Printing Services work order (figure 1). Retain the last page (green) for your records and for comparison with your Printing Services Transaction Report you receive each month.

b.
Business cards are prepared inhouse should be requested using the standard Printing Services work order form. When you request business cards a proof will be made for your approval. Once approval of the proof is received the business card order will be completed. Normal turnaround is about 1 week from final proofing.

c.
Envelopes and letterhead will be prepared by an outside vendor. Substantial savings can be achieved if orders are for larger quantities of fifteen to twenty-five thousand. Printing Services will try to consolidate orders from several departments to form a larger order and achieve greater savings if possible.

d.
Requests for work that is beyond the capability of Printing Services will be referred to outside vendors. Outside vendors have been chosen from a standpoint of quality of work and economy. They provide high quality printed material for reasonable fees.

Outside Vendors / Purchase Orders

If the job is outside the scope of Printing Services all or part of it will be referred to an outside vendor. If a quoted price for a job is in excess of $500.00, a second quote will be obtained to substantiate the cost and the lowest of the two quotes will be used unless justification is provided in writing by the requesting Division Head supporting the use of the higher bidder. If the quote is for less than $500.00 the original vendor may be used, but it is still recommended that a second quote be obtained for any work over $250.00, this competitiveness will help ensure that you get the best price. Do not become complacent about a particular printer and assume that all their quotes are the best the best they can do. No purchase orders may be issued out without a quote. A purchase order must be obtained before work is started on a job. After the vendor is selected the requesting department may contact the vendor directly to work on the project.
A purchase order must be issued for all outside vendor work. The issuing of purchase orders for printed materials will be handled by Printing Services in the following manner:

a.
If the job is to be completed entirely by an outside printer the customer will be given the names of one or more vendors to contact for pricing. Once a best price is determined a purchase order number will be issued and the customer will deal directly with the selected vendor.

b.
A job requiring both internal and external work will receive a purchase order number for the external portion. The external portion will be handled as outlined in paragraph a. above.

Design Work

When design or layout is required The Office of Communications may be able to assist you in your document preparation. This area includes the more elaborate printing requirements where true 4 color work or the designing of a college document is required. For this type of work the requesting department should complete a Communications Department job description form identifying the printing and time requirements for the job. You will then work with the college graphics designer and photographer to setup and order the preparation of the document.

If the requirement is beyond the capability of campus facilities, many vendors are capable of providing a full range of typesetting and graphic services.

Planning

Planning is important and helps ensure that you get the best price possible when you purchase printing. The more time you can give your printers the better they can plan their work load, arrange for the best price on materials and labor and keep their costs down. Rapid turnarounds almost always necessitate more expense and result in a higher cost to the purchaser. If you can prepare the material to be printed in such a way that it is “camera ready” you can also save an the average of $50.00 for every hour that it would take the printer to prepare the copy. As mentioned earlier ordering larger quantities can also save you a considerable amount of money when you are sure that you will use all the material. For example one item commonly used (and an expensive one) is return address mail labels. At this time these items when ordered in quantities of one thousand labels cost $205. If a similar order were placed for three thousand labels the total cost would be $315.00. Further increases generate even more significant savings While all print jobs are not necessarily this significant, purchasing larger quantities will usually generate a savings.

If you have any questions please contact Printing Services at 775-8423, and we will try to either provide the material you need or direct you to individuals that will help you.

Billing

Charges for services provided by Printing Services will be reported to the Controller electronically monthly. Billings for personal purchases will be forwarded to the Bursar and mailed at the end of each month. For outside vendor purchases, the purchase order number, chargeable department and account number will be reported to Purchasing for purchase order preparation in one of two ways:

a.
If the job is entirely external, the cost will be billed directly to the department. A Printing Services Purchase Order Request/Print Order will be completed for the job and forwarded to Purchasing complete with the Vendor’s name, applicable account number to be charged, purchase order number assigned, job description and the cost of the job. These charges will be billed directly to the customer’s account by the Controllers Office.

[image: image3..pict]b.
If the job is partially done in-house a copy of the Printing Services Print Order sent to the outside vendor (complete with purchase order number, price, chargeable account, material requested and Vendor name) will be forwarded to Purchasing for the preparation of a Purchase order. These jobs will be charged to Printing Services and then billed to the appropriate customer account via the Controller’s office. Monthly a Transaction Report will be forwarded to each customer account having business during the preceding month. This report (see figure 2) will list all transactions billed by Printing Services and break them down by postage and printing charges.

Fig. 2  Monthly Transaction Report

Processing of vendor invoices will be as follows:

a.
The vendor will send all invoices showing purchase order numbers directly to the Purchasing Department.

b.
Approved invoices will be sent to the controller for payment. For those invoices requiring changes or corrections the controller's office will contact Printing Services.

Customers that request cash payment or billing for projects of a personal nature will billed through the Bursar’s office or payment collected at the time of delivery.

Available Services / Helpful Hints

Following is a description of each of our major in-house services, and a series of helpful hints to make your project a quality publication. For printing or copying, we’re here to help you pro​duce.

Typesetting is limited to just letterhead and envelope preparation. Outside vendors do provide typesetting and design of documents for a fee.

Paper stock is available in a wide selection of colors and sizes. We have stock in 8 1/2 x 11”, 8 1/2 x 14” and 11 x 17” paper and card stock (67# vellum bristol) in white and several colors. 

Carbonless paper is available in two, three-part and four-part sets in-house. These sets use standard color se​quences (white, canary, pink, and goldenrod). Special color combinations, tag backs, and up to six- part sets are available from outside vendors.

If your finished piece is going off campus, clear your ideas through the Office of Communications to have it assigned an authorization number and put on the Approved Publications List. Then contact Printing Services for help producing your document.

High-speed copiers are used by Printing Services to prepare all in-house material. Documents up to 11 x 17 can be reproduced same size or reduced. Jobs can be copied one side or two, collated into sets, and stapled in one operation. Tape binding is also available. Special stocks for booklet covers or color sheets can be added into the finished piece while being copied.

Printing Services can fold, collate, staple, punch, perforate, or bind work in many configurations. Both GBC and Velobind binding systems are available.

Labeling for employee mailings using Gum (self-adhesive) labels is available. If your labels are being provided from an off- cam​pus source they should meet certain specifica​tions to match our automated equipment. Please call and we will provide information on layout or provide samples.

Laminating in lengths up to 36” and up to 11" in width is available.

Pages can be letter-folded for the majority of mailings. When two or more sheets are part of a set ( two-page letter ) an accordion or “Z” fold is used so the sheets can be easily nested. Because the sheets in these multi-page sets are already folded the set cannot easily be stapled. Flat sheets that are stapled can only be hand folded. Many special folds are available for promo​tional pieces.

Booklets can be collated and stapled up to 5/8" in thickness on our heavy-duty stitcher. Saddle (booklet) stitching is available.

GBC plastic binding combs can accommodate up to 2" books. Booklets up to 1" thick can be Velobound. The Velobind is a solid plastic strip on the front and back of the book provid​ing a stiff-edged binding. Each binding method has certain advantages depending on the type of use for the book.

Pages can be hole-drilled from 1/8" to 1/2" in diameter. Holes can be placed on the page to match your binding measurements. Perforating can provide an easy method for tearing off a portion of the sheet for mailing return information.

Bulk mailings (over 200 identical pieces ) are processed at Printing Services and mailed either Standard or first class. Standard Class pieces are sorted by zip code and bun​dled by city and Zip destination for faster dis​tribution. Special indicia can be preprinted on your envelopes. Preprinting saves time and lowers cost by reducing handling at the college mail room and at the post office. Consult with Printing Services’ staff before preparing mailings to help eliminate any problems.

When providing camera-ready copy, please re​member that the copy should be clean and sharp with no scotch tape or marks showing. If at all possible submit your copy on white paper — color papers will produce a back​ground shading and reduces the quality of your image. Don’t use color highlighters. The highlighter color will generally block out the type and make it difficult to read. Black and white photos will reproduce best — avoid color photos.








