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Date:
Requestor’s name:

Area/Program/Project:

Contact information:

Budget information
Chart string number:

What is your budget?:


Quantity needed:

Type of job (check all that apply)
m
banner
m
brochure
m
certificate
m
cover design

m
event materials 
m
flyer/poster
m
invitation
m
logo


m
newsletter/report
m
note cards
m
photography 
m
postcard

m
presentation
m
promotional ad 
m
web graphic
m
website 

m
writing/editing 
m
other __________________________________________

Is this a

m
new request
m
reprint with changes
m
reprint with no changes

Scheduling information
Event date (if applicable):

Date you want to receive the job:

Mail drop date:

Special instructions for delivery:
General objective of your project

The editorial and design staff provide consultation, writing, editing, design and production services to the Graduate School of Education faculty, staff and students for projects tied to the School’s mission. There is no charge for our creative services. Costs involved in producing the project may include materials needed for in-house laser or inkjet printing or outside vendor services such as from a printer or sign company. We will serve as liaison with outside vendors. For web projects the final web site must be approved and implemented by GSE’s Education, Technology and Service Center. 

All projects begin with a consultation with the client to develop appropriate strategies to meet goals, budget and time frame. If the client has examples of previous or similar pieces, they should bring them with them to the consultation meeting to aid in the discussion.

Projects are undertaken on a priority basis and need to be edited before design and the client’s first review.

Please use the production timeline below to help determine the project due date.

Step 1: Editing and Design
•
Initial consultation to determine the scope of project, this may require an additional 2-3 days to gather bids from vendors for comparing options.

•
Poster/flyer/postcard requiring a new design, please anticipate 4-5 working days before client’s first review. 

Poster/flyer/postcard based on a previous design, anticipate 2-3 working days.

•
2-3-panel brochure with a new design, anticipate 10 working days.


Update of a brochure based on a previous design, allow 5 working days.

•
For larger projects such as a newsletter, event materials, booklet or website, we will make a production schedule.

Step 2: Client Review and Revisions
•
Allow time to gather comments/corrections (if needed) from colleagues once the first draft is received. This can take a week or two depending on how many people are involved in the review process.

•
Allow 1-3 days turnaround time to make each set of revisions, depending on the size of the project and scope of revisions.

•
Following client’s final review,1-3 days may be needed for prepress (preparing the document for printing).

Step 3: Printing and Production
•
Arrange to have the CADS (mailing) list at the mailing division before the job goes to the printer

•
Allow up to 10 working days for offset printing

•
1-3 days for in-house printing

•
3-5 days for large mailings done by mailing services

•
5 or more days at the U.S. Postal Service for bulk rate delivery; 3 days for local first class mail

Contact Information:
Editor: Steve Cohen, 510/642-0137, stevecohen@berkeley.edu
Designer: Katherine Huffaker Jones, 510/642-7951, kat@soe.berkeley.edu

Fax number: 510/643-2006

Address:
Office of Communications, 3627 Tolman Hall, Graduate School of Education, University of California, Berkeley, CA 94720-1670
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