PRINT ITEMS PREFERRED VENDORS AND REQUIRED PR & MARKETING PROCEDURES

Specialty (professional) print items include but are not limited to the following:  Brochures, college catalogs, imprinted pocket folders, oversized imprinted envelopes, media guides, informational cards, post cards, rack cards, posters, pledge cards, commencement name cards, parking decals/hangtags or direct mail postcards. 

ALL specialty (professional) printed items require a quote from Staples Print or one of the State of Alabama preferred print vendors. 

All stationery, standard business cards, business envelopes and letterhead will be purchased using the online portal at staplesadvantage.com [link]

Please contact the Purchasing Department if you have questions concerning purchasing items from the Staples online portal or ordering specialty print items.  
Please contact the PR & Marketing Department if you have questions about specialty print specifications, options, etc. 


PROCEDURE FOR ORDERING SPECIALTY PRINT ITEMS:

1.	Getting a Vendor Quote 

A.	Purchasing from state of Alabama preferred vendors:
· Contact one of the state preferred vendors to a request a quote for the specialty (professional) print item using the Specialty Print Specification Chart. [link] 
· Use the Specialty Print Quote Request Form [link] to ensure that all of the pertinent information is included in the quote request. (It is not required, but if you’d like a price comparison, quotes may be requested from all the state preferred vendors.) 

B.	Purchasing from Staples Print: 
· Contact the Staples representative AND each state preferred vendor to request a quote for the specialty print item using the Specialty Print Specification Chart [link]
· Use the Specialty Print Quote Request Form [link] to ensure that all of the pertinent information is 
included in the request. 
The approved quote is the vendor with the lowest price.


2. 	Entering Requisitions & PR & Marketing Request for Services  
· Enter the requisition using the Print Quote Request specifications and vendor quote information
· The requisition number and date entered must be included in your Request for Services
· Documents to be included with your requisition and uploaded in BDM: 
· Final quote(s) received from the vendor (if you are ordering from Staples Print, quotes from         all four vendors must be uploaded).
NOTE:  Artwork/creative design will not begin on the project until notification of an approved requisition has been received by PR and Marketing. The ordering process may take at least 30 days from this notification to receiving the product from the vendor.

· Submit a Request for Services Form (RFS) [link] for Specialty Print Item (only selection in the drop-down menu). 
· The completed Print Quote Request document with final print specifications must be uploaded with the RFS to assist PR & Marketing with any design questions
· A PR & Marketing representative will be in touch with you within three business days about the design/artwork for the requested Specialty Print Item.)


3.	Purchase Order Routing and Vendor Proof Approval

· Purchasing will send the approved Purchase Order (PO) to the vendor and the Gadsden State requester 
· It is the requester’s responsibility to ensure that PR & Marketing have the appropriate internal requirements before Purchasing sends the PO to the vendor
· A PR & Marketing representative will send the print-ready artwork to the vendor.
· The vendor will send PR & Marketing a final proof for the requester’s approval.
· A PR & Marketing representative will send the vendor proof and a Gadsden State PR & Marketing Vendor Proof Approval Routing Form [link] to the requester.
· The requester must complete and return the Gadsden State PR & Marketing Vendor Proof Approval Routing Form before FINAL approval is released** to the vendor.
**Please note that all vendors require 14 business days for production and delivery. Any expedited print items may have additional costs for rushed production and delivery.

4.	Department Responsibilities:
a. Requesting a quote from the vendor with the Specialty Print Specifications
b. Submitting a Request for Services Form
c. Provide PR & Marketing with the approved vendor quote and complete the Vendor Proof Approval         Form for FINAL vendor proof approval  
d. Payment of the invoice and any follow-up communication with the vendor concerning the quote, costs, corrections, credits or delivery date

5.	Public Relations & Marketing Department Responsibilities:
0. Design artwork for the requesting department 
0. Send the approved print-ready artwork to the vendor 
0. Send the FINAL vendor proof and the Gadsden State PR & Marketing Vendor Proof Approval Routing Form to the requester
0. Send the vendor FINAL approval for production/delivery  










State of Alabama Preferred Vendors for professionally printed items


Walker 360 (located in Montgomery, AL)
Felicia Hammonds/ 334.832.4975
Felicia@walker360.com / A00010193

Davis Direct (located in Montgomery, AL)
Mitchell Vaughn/ 334.277.0878
mitchell@Davisdirect.com / A01350626

Wells Printing Company (located in Montgomery, AL)
Jackie Pittman/ 334.281.3449
pjroyal@wellsmailing.com / A01350075 
Email: jpittman@wellsprinting.com

Staples Contact Information
Staples Print /A01380519
Michael Strohecker /407.475.4126
Michael.Strohecker@Staples.com
Support@StaplesAdvantage.com

Simmons Sign & Graphics / A01351220
Karen Hollis - 256-413-7446
customerservice@ssgsigns.com

INFORMATION TO BE INCLUDED ON YOUR REQUISITION:

PUBLIC COMMENT:
Staples:
TRAN# __________/ 
ATTN:  Send to Vendor Contact & copy Kathy Brown 
 
State vendors:
Quote#/Estimate #/Project # ___________  
(WHEN INCLUDED ON THE VENDOR QUOTE)
ATTN:  Send to Vendor Contact & copy Kathy Brown


Printing and Binding Account Number – 751300
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