Production Assistance Request





The "Production Assistance Request" is a tool used to specify the types of production services you require from commercial vendors.  The more detail that you can add to such a request, the more likely you are to get the type and quality of production assistance you desire. 





Instructions:





1.	The actual items that might be included in your ìProduction Assistance Requestî form will probably be different from those below.  The nature of the items to be included depend upon the specific delivery system that you are using and any adjunct materials (e.g., notebooks).





2.	A sample ìProduction Assistance Requestî form appears on the next page.





�
PRODUCTION ASSISTANCE REQUEST 





Production Assistance Request (PAR)





_ New Request		_ Revised Request





_ Estimate		_ Alpha


_ Production		_ Beta


_ Info Request		_ Final








Date: _________________  Project: _________________________    Proj. #: ______





Course Mgr: ____________________    Designer: __________________________


       


Total Quantity: __________    Ship date: ___________





Ship to: ___________________________________________________





Components List:





Qty.Item Circle or highlight applicable items.





____originals print & build, Xerox & build





____binder standard, molded, wrap, encap





____cover/spine, create art, revise art, print, Xerox





____ tabs generic, black, color (attach titles)





____ 3.5" disks labels, dup, bags, sleeves (attach titles)


 


____ 5.25" disks labels, dup, bags, sleeves (attach titles)





____ video labels, dup, case (attach titles)





____ audio labels, dup, case (attach titles)





____overheads, sleeves





____35mm slides dup, sleeves








____other_____________________________





Packaging: shrink wrap, indiv. box, bulk box





Notes/FYI/Info Request:


