SULLIVAN COUNTY BOCES

SULLIVAN COUNTY TEACHER CENTER

POSTER PRINTING REQUEST FORM

cindy.mickelson@scboces.org 845-295-4021 (or) angela.mueller@scboces.org 845-295-4008
TO PRINT YOUR POSTER:

Please bring or email your image to Sullivan County BOCES on a flash drive as a jpeg, pdf, MS Word or Publisher File (Email addresses above). If more than 2 posters are requested, please complete this form, and call us prior to your visit and send a staff person to print your posters.  We will instruct them when they arrive.  It takes about 20 minutes to print each poster. When coming to the administration building, please call ahead to be sure that someone will be available to assist you.

Set page size of document to size of poster if possible.  Since school districts and personal computers may have different versions of MS Word and/or Publisher; it alleviates many formatting problems if you save your poster as a pdf file before requesting the printing of the poster.  Saving the file as a JPEG or PDF also preserves any special fonts that have been used.
Costs per Square Foot:


Premium Luster Photo Paper - $1.25
with Lamination - $2.25


Enhanced Matte Paper - $0.90

with Lamination - $1.90

Please complete the information below:

	Size of poster
	Name of Poster
	Laminated
	# of posters to be printed
	Needed by:
	Delivery Method
(See below)

	     
	     
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	     
	     
	     

	     
	     
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	     
	     
	     


Posters can be a maximum of 24” wide.  We will use Enhanced Matte paper, unless you specifically request the Premium Luster Photo paper.

Delivery Method – please indicate whether you will be picking up the posters or if you would like them to be delivered via bus mail.  We recommend pick-up to ensure poster quality remains intact.
Your district will be billed for materials used.  Please have your district administrator sign below, scan form and email back to us; or, forward to us an email from your administrator authorizing payment to Sullivan County BOCES for materials used.

Name:
     


School District/Building:  
Email address: 
District Administrator (please print):  ___________________________________________

District Administrator signature: _______________________________________________

Title: _____________________________________

