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Guidelines/Format for request for Printing
	S.No
	Information to be provided
	:
	

	1.
	Project identity (SO, OWER, RER, OSER, Product, Activity)
	
	

	2.
	Allotment No. (AMS Code)
	:
	

	3.
	Date of request 
	:
	

	4.
	Consignees’ complete address 

(including name of the person to be contacted, his telephone number, mobile no. if available, fax number and email address) – If to be dispatched to different locations, please provide address list 
	:
	

	5.
	Number of copies required
	
	

	6.
	Paper size
	
	

	7.
	Type of paper (Cover __GSM/Text___GSM)
	
	

	8.
	Printing : (Cover ___single or four and text___single or four colour)
	
	

	9.
	Total number of pages (cover plus text) or approximate number of pages 
	
	

	10.
	Finish : Matt or glossy
	
	

	11.
	Binding : Perfect Sewn
	
	

	12.
	Packing : single copy/no of copies and or folder
	
	

	13.
	Whether designing of cover and layout to be done
	
	

	14.
	Editing/proof-reading/translation required
	
	

	15.
	Approximate number of photographs/graphs to be scanned and pasted
	
	

	16.
	Whether electronic copy required, if yes, how many?
	
	

	17.
	Whether recommended printer has done printing and designing both – name of document
	
	

	18.
	Date by which printed material required 
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