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HOW TO SUBMIT A REQUEST FOR PRINTING SERVICES

BELOW ARE THE STEPS FOR SUBMITTING PRINTING REQUISITIONS:  
 Go to CCPS website at www.clayton.k12.ga.us

 Scroll to the bottom of the page.
 Click on Printing Requisitions.
 Under the Printing and Mailing Services, click on Printing Requisition Form.

 Fill out the order form in its entirety (if the section doesn't apply to your order, please skip to 
the next section).

 For regular printing orders, please specify any additional information in the “Special 
Instructions” section if it’s not listed on the order form.

 For all Graphic Design orders, please type what you would like us to design in the “Special 
Instructions” section and we will contact you for additional information.  Please provide any 
text or images that will be used for the Graphics.

 Once you have filled out your order form, please save and email the order form alone with 
the digital file(s) to mailer@clayton.k12.ga.us. (PDF FILES PREFERRED)                               
(Word, Publisher, PowerPoint and any other software programs can be submitted).

 If you have not received an email confirmation for receipt of print job request, please contact 
Tianna Lewis at (770) 473-2850 or email us at mailer@clayton.k12.ga.us.

PLEASE NOTE: 

1. Printing orders are completed in the order in which it is received.
2. Dates are required on print jobs (please do not put ASAP) .
3. We will NOT print any jobs until we receive the digital file(s) or a scanned copy of the job.

The job(s) will be put on hold until received. To prevent any delays, please email those files
to mailer@clayton.k12.ga.us.

4. If you do not have the actual file of what is needed for printing, then please submit a

scanned copy, a snapshot or a screenshot picture of the item you are requesting. This
works to help us determine what is needed to print and reduce the possibility of an error with

the order submitted.  A member of the team will contact you by phone or email if any
additional information is needed for the request.

5. A printing requisition must be completed in its entirety for all jobs and repeated jobs. This

will help to track the status of all orders.
6. ORDERS ARE NOT ACCEPTED THAT PROVIDE THE FOLLOWING INFORMATION AS

INSTRUCTIONS: print the same as last order, this order is a reorder from previous job, this

order is on file, ASAP…Please avoid using these phrases and be sure to specify your
order. Please avoid using these phrases and be sure to specify your order.
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7. When setting up or designing your file(s), check for resolution of the image/picture, color
mode and the document size.  The resolution should be no less than 300 DPI, the color

mode set to CMYK and the document size is the same dimensions you want your final
product to be printed.

8. It is recommended when designing wide format jobs such as posters, signs or banners to

use software applications such as Publisher, Canva, Photoshop or any other applications
that allows you to choose a wide range of sizes for these requests.  Please note: The size

of the file/document needs to be the same dimensions as the final product that will be
printed.

9. If you want the ink to go off of the edges of your final piece, you will need to include a

“bleed” in your final PDF document or “crop marks”.  Please use at least a .125 bleed on all
sides.
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HELPFUL TIPS: 
Your orders are important to us in effort to ensure that all printing orders are fulfilled and meet the deadlines, 
we are asking everyone to: 

1. Plan ahead to allow adequate time for your printing requests.
2. Submit at least 1 to 2 weeks in advance.  If your project is time-sensitive, please let us know in

advance so we can ensure your project will be completed on time.
3. Allow time to order specialty paper or supplies if needed to support the print job.
4. Allow time for the “extras.” (bindery, lamination, cutting, mounting, etc.)
5. Submit a Printing Requisition along with a digital or electronic file when applicable.
6. PDF files are preferred, but we will accept (Word, Publisher, PowerPoint, Excel and other software

programs).
7. If you do not have the file(s) of a previous print  job, please send an email to

mailer@clayton.k12.ga.us and we will email a proof of the file we have on our server to verify if it is
the correct version you are requesting.

8. Please save the file(s) for any future orders.  Your order will not go into production without having the
file(s).

9. Printing Services requests digital files for printing. If we do not have the digital file of the job saved
onto our server, we will be happy to recreate the file. Meanwhile, please allow some time for
recreating the file(s) due to other jobs.

10. In order to assure we are printing the correct file, a scanned copy or screenshot picture of the job will
be sufficient.  However we will not be able to print from the scanned or screenshot picture(s).

11. If you only have the original copy of the order, you can either scan a copy of it or drop the copy off at
our shop so we can scan it for you.  (Printing Services has a high production scanner. It is
recommended that we scan the copies for you).  After scanning jobs, the quality of the copy is
considered  2nd generation and the quality goes down.  Scanning poor-quality copies will
reproduce poor quality jobs.

12. Printing Services will send a proof sheet and a copy of the file to the requestor for their approval
before printing. If we do not receive a signed proof sheet, then the order will be held until approved.

13. Please keep in mind, any jobs that require Printing Services to typeset or design will require that you
sign and date the proof sheet authorizing us to proceed with printing.  It will be your responsibility to
review for any grammatical errors, omissions, placement, and the overall look of the document
before signing the Proof Sheet.
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