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Ordering Business Cards
A step-by-step guide

It is imperative that we maintain brand consistency in every aspect of our communications. In order to
do so, we have created business card templates that are in brand and, as such, reinforce the brand in
both internal and external communications. Because consistency is important, we ask that you work
with UHCL Mail and Print services to ensure that the quality and format are cohesive.

Step one: Contact Print Support
Services.

You can reach Print Support Services by calling
them at extension 2220 or by emailing them at
colorprint@uhcl.edu. You will need to ask for a
quote for a specific amount (usually about 500)
and an Inter-Departmental Transfer form (IDT).

Additional information about Mail and Print
Services can be found by visiting their website.
Their website can be found by any of the
following methods:

» Do a Google search for “Print Services” The
web page should be listed as one of the first
links.

« Visit our main website (www.uhcl.edu), click
“Search” at the top of the page, type in “Print
Services” in the blue box that appears, then
hit enter. The link to Mail and Print services
will appear as one of the first options.
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Mission

UHCL's General Support Services is
department provides copy, printing services, package and mail distribution. Our objective is to support
the mission of the University while providing positive customer service and maintaining the highest
level of ethics and integrity, promoting the efficient use of all University resources.

comprised of Print Services, and Mail and Receiving Services. The

Mail and Receiving Services

Notifications for packages are being sent by email to the addressee on the package unless
departments designate an alternative staff member.

Please note that it can take up to 48 hours to process packages. You may receive an automated email
from the shipper (Am
unpacked or received/processed by UHCL staff yet. Making sure the purchaser's name i on the order
when placing the order helps to ensure a smoother, quicker delivery.

azon, FedEx ..) that your package was delivered, however, it may not have been

To arrange curbside pick up in the receiving dock area at the Bayou Building or delivery to department
offices of mail and packages, contact dockmailroom@uhcl.edu, 281-283-2205 or 281-283-2237.

Print and Copy Services

Email colorprint@uhcl.edu or call 281-283-2220 for your printing and promotional needs.

The UHCL Mail and Print Services page
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Step two: Provide the necessary
information.

In order to get business cards, you will need to
supply Print Support Services with the correct
information. The on-site manager will likely walk
you through this process. The information needed
for business cards is as follows:

* Your first and last name

 Degrees or credentials (e.g., Ph.D., M.A,, etc.)
* Your official job title

» The office or department in which you work

* The college or division the office or department
is under

* Your office phone number
* Your email address

* Your office location

The information, formatting, and branding cannot
change. Additionally, you will not be able to include
any quotes, extra graphics, information about
another position, or personal information, with the
exception of a cell phone number if you would like
to include it.

Step three: Choose a front and back
combination.

There are two options for the front of the card and
two for the back. Screenshots of these choices

are on the right-hand side of this page. You may
combine any front and any back option. As with the
front of the business cards, the back options cannot
be changed, nor can they have additional graphics or
information included.

Step four: Review and approve the
proof.

Print and Mail Services will provide you with a proof
of the business cards before they go to print. You
will need to review the information and design of the
card to ensure it is accurate and let Print Support
Services know if there are any changes needed or if
it is ready to be printed.
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Step five: Have your Administrative Assistant fill out the IDT.

The IDT you requested as part of step one will need to be filled out and returned to Print Support
Services in order to pay for the business card. A screenshot of the IDT is below. They usually provide
the job description, department, and a few other items on the IDT they provide. The cost center will
need to be filled out and a budget authority (such as an AVP or Dean) and the admin assistant or
business administrator will need to sign off on it.

Step six: retrieve the cards

Once they have been printed, Print Support Services will let you know they are ready to be picked up.

Congratulations!

You now have business cards.

Print Support Services IDT Charge Form Job number:
University of Houston-Clear Lake Date received
;ﬁfﬁ;{ﬁég‘%?;m Houston, Teras 77058 www.uhcl edu/print support services Date completed
FAX. Q81)283-2219 Email files to: ColotPrint@uhcl edu Ao
Job Description Department Box no. Ext.
Requested by Bldg.Rm. # Date needed ASAP
*Required
“Spead Type Fund Dept 1D Program Proj/Grt Account cF1 EST_AMOUNT FINAL AMOUNT
- 52503
*speed Type Fund Dept ID Program ProyGIt Account =3 EST. AMOUNT FINAL AMOUNT
- 52503

***Budget Authority and Business Administrator signatures are required before your request will be processad®** To submit Print
Support Services IDT Charge Form, email to ColorPrint@uwhcl.edu, drop off at Bayou2403 or send through interoffice mail to Box 300,

SPECIAL INSTRUCTIONS TO PRINT SUPPOR

Budget Authority Business Administrator
Type/Print Name Type/Print Name
Date Date
Office of Sponsored Programs Signature Date
Number Number requested (quantity) Size Total Copies
of originals
PAPER/FORMS: TO BE PRINTEL: | BINDING:
O White OLaminating Oone side OCollate and staple
O Rag bond DOcolor poster OTwo sides OCollate only
O Color paper Poster Size _ Oelead DOstacked
O Cover stock OCovers
0 Col ) Oleinding ( ) size
olor copies DOshrink wrap
O Copy Paper # of cases. Iz hole punch
OncRForms | Orold
OwnCR O2 O3 O4 05 PART OcCut
DOPerforate

————
| UHCL PRINT SUPPORT SERVICES USE ONLY |

White paper

Binding (GBC) (VELO)

White paper/3-hole punch

Winyl Covers - clear or black

White paper: legal, 11 x17

Cutfold/perforate

Colored paper

Custom fold

Color paper dividers

Stapling

Cover stock

Manual 3-hole punch

Laminating

Color Copies: (letter), (11x17),(12x 18)

Shrink wrap

HF Color Postars

Copier Paper/Forms

TOTAL COST

‘This form may be found at: www.nhcl edw/print support services

An Inter-Departmental Transfer form, or IDT.
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