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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

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

      

	Artwork:
If design is needed, please complete an STD-7, Document Design & Layout Request Form.
 FORMCHECKBOX 
 Hard Copy 

 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”

	Quantity Needed      
	

	Product Type
	Large-Format Printing Material Options
	Material Options (check all that apply)

	 FORMCHECKBOX 
 Building Directory
 FORMCHECKBOX 
 Building Signage

 FORMCHECKBOX 
 Banner

 FORMCHECKBOX 
 Display Panel

 FORMCHECKBOX 
 Display – Table Top

 FORMCHECKBOX 
 Engineering Print

 FORMCHECKBOX 
 Large Format Print

 FORMCHECKBOX 
 Name Plate*
 FORMCHECKBOX 
 Parking Sign

 FORMCHECKBOX 
 Vehicle Decal

 FORMCHECKBOX 
 Window Decal
 FORMCHECKBOX 
 Other      
	 FORMCHECKBOX 
 Bond Paper

 FORMCHECKBOX 
 Photo Paper

 
 FORMCHECKBOX 
 Semi-Gloss


 FORMCHECKBOX 
 Gloss

 FORMCHECKBOX 
 Vellum

 FORMCHECKBOX 
 Vinyl

 FORMCHECKBOX 
 Other      

	 FORMCHECKBOX 
 Aluminum


 FORMCHECKBOX 
 White


 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Foam Board


 FORMCHECKBOX 
 White


 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Laminate (Gloss)


 FORMCHECKBOX 
 5 mil


 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Lettering


Color      
	 FORMCHECKBOX 
 Magnetic

 FORMCHECKBOX 
 Mat Board/Show Card


Color      
 FORMCHECKBOX 
 Plastic – Color      
 FORMCHECKBOX 
 Vinyl Banner


 FORMCHECKBOX 
 Blue


 FORMCHECKBOX 
 White


 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Other      


	*E-mail us an Excel or Word document containing your list of names along with this order form when requesting name plates for multiple users.

	Size and Use Requirements
	Other Options (check all that apply)

	Size –      
 FORMCHECKBOX 
 The supplied file is sized for the output size listed above.

Use

 FORMCHECKBOX 
 Indoor    FORMCHECKBOX 
 Outdoor
	 FORMCHECKBOX 
 Brass Grommets

 FORMCHECKBOX 
 Cubicle Clips for Holding Name Plates/Signage 

 FORMCHECKBOX 
 Holes – Indicate Location      
 FORMCHECKBOX 
 Mounting Instructions 

 FORMCHECKBOX 
 Magnet
 FORMCHECKBOX 
 Tape (Double-Sided)


 FORMCHECKBOX 
 Velcro
 FORMCHECKBOX 
 Other      
	 FORMCHECKBOX 
 Modular Signage Frames 

 FORMCHECKBOX 
 Name Plate Holders


Type – 
 FORMCHECKBOX 
 Acrylic Base
 FORMCHECKBOX 
 Desk

 

 FORMCHECKBOX 
 Self-Standing 
 FORMCHECKBOX 
 Wall


Color –
 FORMCHECKBOX 
 Brass
 FORMCHECKBOX 
 Silver 
 FORMCHECKBOX 
 Black



 FORMCHECKBOX 
 Other      

	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






Sign Shop Request Form
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