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Kern County Superintendent of Schools
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Instructions for filling out the Publication/Print Request
(If request is not filled out completely, it will be returned to originator)

REQUIRED INFORMATION

Date submitted - This is the date the request is sent to Pre-production.

Date proof needed - If Pre-production is creating or updating your document, include a date you'd like the proof returned to you for ap-
proval. If you are submitting camera-ready art, please leave blank.

Date final needed - From the day your request is received in Pre-Production, please allow a minimum of five (5) working days for jobs
with black ink only and a minimum of ten (10) working days for color & multiple colored jobs. A rush fee will be charged to jobs not
allowing enough time unless otherwise arranged.

* Please indicate if the due date is firm or flexible.
* NOTE: All jobs finished before their due date will be sent to originator upon completion.

Originator - The person making the request.

Phone # - If there are any questions regarding the request, this is the number that will be called.

Approval - A department supervisor MUST give approval with a signature.

Program # - Please provide the program number of the department responsible for payment. A job will not be printed without a program
number to bill to.

Job Name - A brief name to refer to if questions arise.

Printing - Please check if this job is to be printed.

Post to Web - Please check if this job is to be posted to the Web.

Typesetting/Publication Design - Please check if pre-production is creating or updating your document.

Return originals to - Please check originator if you provided camera-ready art. If not, check communications.

Call when ready - Provide a phone number if the job is going to be picked up from Production.

Ship to/Shipping site - Provide a name and job site finished product is to be delivered to.

PRODUCTION

Paper - What kind of paper is the job to be printed on? What color?
Bond is lightweight (ex. copy paper) and is good for single-sided copies.
Vellum is a heavier (ex. astro bright paper) and is good for double-sided copies.
Cover stock is heavy and is good for program covers and tickets.
Other - Specialty stocks are also available.
NOTE: Not all colors are available in all weights.
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