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Large-Format Print Request Form
Name:________________________________					Date:_____________
Email:________________________					A# (if applicable): _______________
Phone:_______________________
[bookmark: Check1][bookmark: Check2]Preferred contact method: |_| email    |_| phone
[bookmark: Check3][bookmark: Check4][bookmark: Check5]I am a (check one) :      |_|evergreen student         |_|evergreen faculty/staff         |_|community member
[bookmark: Check6][bookmark: Check7]I will be paying via (check one):             |_|credit card or online payment                |_|internal funds transfer
If paying via internal funds transfer - fund: __________ org: _________ acct:_________

Brief description of printing needs and purpose:
______________________________________________________________________________

Is this printing related to a course, program or Evergreen department? If so, which?
______________________________________________________________________________

Date/time needed: (2-3 business day turnaround time needed for completing print requests. Same day printing not available)
______________________________________________________________________________

[bookmark: Check8][bookmark: Check9]Total number of prints needed: ________________		*Test strip(s) needed? |_| Yes  |_| No

	File name
	Print dimensions 
(width x height)
	Paper type 
(matte, luster, or other)
	Number 
of copies needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*no cost for test strips but add an additional 2 days of expected turn-around time.  
Total Cost of Prints: ________________________________________

Would you like your print(s) trimmed? (this service will add an additional $1.00/per trimmed print)
|_| Yes, please		|_|	 No, thank you

Do you need any of the following? (check all that apply) 
[bookmark: Check10][bookmark: Check13][bookmark: Check12]|_| borders, white, 1” 		|_|	 slug		|_| crop marks		
[bookmark: Check11][bookmark: Check14][bookmark: Check15]|_| borders, white, 2”			|_| bleed		|_| bleed marks
*please note that choosing to add borders to your print will change the dimensions of your print and it will be larger than the size requested above*

Policies and Pricing
OUR SERVICES, EQUIPMENT, AND FACILITIES MUST NEVER BE USED FOR WORK THAT IS FOR PROFIT. Initial to attest that these prints are not intended for resale ____________________

Our turnaround time requires at least 2-3 business days. Payment can be made over the phone when placing your request, or upon picking up your prints. We currently only accept card, and do NOT accept cash payments.

Print Prices:
$8/sq. ft for satin & luster                                 $10/sq. ft for transparency & adhesive wallpaper
4” x 6”		$1.33				$1.67
5” x 7”		$1.94				$2.43			
8” x 10”		$4.44				$5.56
9” x 12”		$6.00				$7.50
11” x 14”	$8.56				$10.69
12” x 18”	$12.00				$15.00
16” x 20”	$17.78				$22.22
16” x 24”	$21.33				$26.67
18” x 24”	$24.00				$30.00
24” x 36”	$48.00				$60.00
36” x 48”	$96.00				$120.00

You can also reach out to receive a quote for your prints by emailing us at photolandstaff@evergreen.edu. In this email, indicate the number of prints you would like, the size of those prints, and the paper type. 

File Guidelines
Please ensure you check our website for proper file formatting and size guidelines before submitting your prints! You can find that in our Current Services tab, under DIGITAL PRINTING.
After completing and submitting this form, email files to photolandstaff@evergreen.edu (you may use a service like wetransfer.com for sending large files or can share the link to a OneDrive folder or Google drive folder)
Signature: ________________________________________________ Date: __________________________
Signature indicates that you understand and agree to these policies. 
	
	
	



	
	
	



	
	
	



