Printing Specifications Template
January 2016



Use this template to prepare specifications for a printing job.  Contact the State Printing Manager at 701-328-3494 or csd@nd.gov for assistance.  The State Printing Manager will solicit bids if the estimated price is over $2,500.  Please submit this form to State Procurement Office using the Online Purchasing Work Request System.


Agency Contact Person:
Telephone Number:
Email Address:


1. Title of the Document:  
1. Due date:  
1. The number of originals:
1. The number of copies or sets:
1. Is the job printed 1-sided or 2-sided?
1. How many pages are 1-sided or 2-sided?
1. Paper size:
1. Finished size:
1. [bookmark: _GoBack]Paper weight.
1. Paper stock (cover stock or text stock).
1. Paper color.
1. Ink color (Use a PMS color number, if possible).
1. Are there inserts?
1. Is there a front cover?
1. Is there a back cover?
1. Does it need to be folded, stapled, or drilled?
1. Is there any special finishing required?
1. Does it need to be numbered?
1. Are color separations needed?
1. Will the agency provide the printer with a disc or electronic file?
1. What program was used to create the disc or electronic file?
1. Is there a sample that can be provided to printers?
1. Is there artwork?
1. Does the artwork need to be done by the printer?
1. Is the job camera-ready?
1. Is a proof required?
1. Is a press proof required?

Comments:

