PROMOTIONAL ITEMS PREFERRED VENDORS AND REQUIRED PR & MARKETING PROCEDURES


ALL promotional items require a quote and must be purchased from either Staples Promotional or one of the preferred state promotional vendors. 

Promotional items include but are not limited to, t-shirts, jackets, backpacks, writing instruments, notepads, banner stands, sail flags, table covers, backdrops, etc. 

PROCEDURE FOR ORDERING PROMOTIONAL ITEMS:

1.	Getting a vendor quote 

A.	Purchasing from Staples Promotional: 

· Contact the Staples representative AND each state preferred vendor to request a quote for the promotional item(s) using the Promotional Items Specification Chart [link]
· Use the Promotional Quote Request Form  to ensure that all of the pertinent information is included 	in the request. 
The approved quote is the vendor with the lowest price.

B.	Purchasing from preferred state of Alabama vendors:  

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


2.	Entering Requisitions & PR & Marketing Request for Services

· Enter the requisition based on the Promotional Quote Request specifications or vendor information provided to you.  The requisition number and date entered must be listed on your RFS.
· Upload in BDM: Final quote(s) received from the vendor (if you are ordering from Staples Promotional, 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 Promotional items
· The completed Promotional Vendor Quote Request document with final specifications must be uploaded with the RFS
· A PR & Marketing representative will be in touch with you within three business days about any design/ artwork that may be needed for the requested promotional item(s).

3.  Purchase Order Routing and Vendor Proof Approval

· Purchasing will send the approved Purchase Order (PO) to the vendor and 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. Request a quote from the vendor with the Promotional Items Information/Specifications.
b. Complete the PR & Marketing Approval Routing Form
c. Submit a Request for Services Form
d. Complete the Gadsden State PR & Marketing Vendor Proof Approval Routing Form for FINAL vendor proof approval  
e. Payment of the invoice including 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 (if not using the standard College logo)
0. Send the PO and approved print-ready artwork to the vendor 
0. Send the FINAL vendor proof and Gadsden State PR & Marketing Vendor Proof Approval Routing Form
0. Send the vendor FINAL approval for production/delivery  








State of Alabama Preferred Vendors for promotional items

LOGOLAND MARKETING - A02207506
Briana Allen - 334-328-7698 - briana@logolandmarketing.com
CUSTOMER SERVICE - CSR@logolandmarketing.com / Abby List - 334-782-2258
Linda Gleason - 334-850-7645 - lgleason@logolandmarketing.com
Website: www.logolandmarketing.com

National Bank Products (NBP) - A02353349
Chad Anderson (478) 923-3161 - chad@nationalbankproducts.com
Website: www.nbpsignature.com

Wells Printing & Promotional Company - A01350075
Paige Pittman - 334.324.9481 / Email: ppittman@wellsprinting.com
Website: wellspromo.com

Staples Promotional - A01380519
Contacts:  Eva Moore - 712.737.0890 - eva.moore@staples.com & 
Nikki Promades Nikki.Promades@Staples.com
Website: www.staplespromo.com

INFORMATION TO BE INCLUDED ON YOUR REQUISITION: 

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

Advertising (Promotional) Account Number - 750100
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