
Content Critical Intake Form

  FOR BUSINESS USE ONLY:
Date: Requestor name: Production go live date:

Cost center: Profit center: Annualized print impressions: Number of pages per item/set:

Job name as given by system or program: File type: Stock type:

Job name as described by business area: B/W or Color:

 B/W     Color

Simplex or Duplex:

 Simplex     Duplex

Destination of output (external):

 Third party pre-sort         First class mail         UPS        

Destination of output (internal):

 GLIC early am         GLIC mid-day         GLIC late afternoon

Finishing type: Frequency: Monthly volumes: Required service level:

Post processing stock: Annual post processing stock volume estimate: 

Job details:
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  FOR OFFICE SERVICES USE ONLY:

Date: Processor name: Date to move to production:

Estimate number: P.O. number: Job number: Service level:

 Critical     Non-critical

File name: Google Docs location:

System name: Location printed: Date uploaded:

Comments:

New estimate

Change to existing estimate

Change to cost center

Change rate

Change file name

Change volumes

Catalog item request made Request P.O. Change to database

Change with CCS systems Change to P.O. Test Print
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  DMS PORTAL REQUREMENTS (FOR OFFICE SERVICES/CCS USE ONLY):
User Names / Emails for provisioning on portal:
Name: ____________________________________  Email: __________________________________________        Email notification required
Name: ____________________________________  Email: __________________________________________        Email notification required
Name: ____________________________________  Email: __________________________________________        Email notification required
Name: ____________________________________  Email: __________________________________________        Email notification required
Name: ____________________________________  Email: __________________________________________        Email notification required
Name: ____________________________________  Email: __________________________________________        Email notification required
Name: ____________________________________  Email: __________________________________________        Email notification required

New product added to portal (test file required):

Type of file:   Check   Other: __________________________________________________________________________________________

 Auto Approve      Business unit review and approve      Distribution needed 

 Add column information inside portal for checks:   Check   Plan&Claim   Plan holder   Payee   Address

 Add column information inside portal for statements:   Record ID   Code   Name   Address  Reject

Changes to existing template on portal (test file required):

 Address block shift      Body of template shifted      Verbiage added to paragraphs      Verbiage removed from paragraphs     

 Change column information inside portal for checks:   Check   Plan&Claim   Plan holder   Payee   Address

 Change column information inside portal for statements:   Record ID   Code   Name   Address  Reject

Comments:

  DEVELOPMENT/TESTING (FOR OFFICE SERVICES/CCS USE ONLY):
Testing (print only):

Tier 1 - up to 500 sheets -  

Tier 2 - up to 2000 sheets - 

Tier 3 - up to 5000 sheets -

Testing (print and insert):

Tier 1 - up to 200 pieces -  

Tier 2 - up to 1000 pieces - 

Tier 3 - up to 2500 pieces -

X per 15 minutes = 

   X per 15 minutes =

X per 15 minutes = 

Set up fees:

General development -

Programming development -           

IT technician -

Graphic technician -         X per 15 minutes = 

 TOTAL DEVELOPMENT/TESTING COST = 

Comments:

X

X

X

=

=
=

X

X

X

=

=

=



MATERIALS

Carton plus packing 17.5x11x9 w/ score -   X carton = Carton plus packing 17.25x9x3 200# RSC - X carton =

Carton plus packing 17.5x11x3 200# RSC -       X carton = Carton plus packing 17.25x11.25x6 200# -      X carton =

Wide format posters 36 x 24, print on HP gloss, mount to foam board, laminate pack in 10’s -               X poster = 

BINDERY OPERATIONS

Perfect binding -  X  job = Comb binding -  X job =

Wiro binding -  X  job = Spiral binding -  X job =

Coil binding -   X  job = Fastback book binding (tape) -  X job =

Saddlestitch binding -  X  job = Corner stitch - X  job =

Guardian booklet binding (tape) -  X job = Various bindery operation - X  day =

LAMINATION

8.5 x 11 -   X sheets = 8.5 x 14 -  X sheets =

11 x 17 -  X sheets = Name badge 2 3/16 x 3 11/16 - X   badges = 

Name badge 2 5/8 x 3 7/8 -             X              badges =

OTHER POST PROCESSING

Folding -  X sheets = Perforating -     X sheets =

Scoring -  X sheets = 3 hole punch -    X sheets = 

Stapling -   X        items = Padding -  X items =

Booklet packaging/separation -    X touch = 

HAND OPERATIONS

Kit assembly -  X touch = Distribution -   X shipment = 

TOTAL  PRINT COST = 

 TOTAL DEVELOPMENT/TESTING COST = 

TOTAL COST = 
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  FOR CONTENT CRITICAL USE ONLY:
PRINTING

Print black -              X impressions = Print color -    X impressions = 

Print mixed - X impressions = Black MICR - X impressions =

STOCK

8.5 x 11 20# White -  X  sheets = 8.5 x 11 20# White w/ perf or 3HD - X  sheets =

8.5 x 11 24# 98B White - X  sheets = 8.5 x 11 24# White w/ perf or 3HD - X  sheets =

8.5 x 11 24# Preprinted Check Stock - X   sheets = 8.5 x 11 20# Blue Hammermill -       X  sheets =

8.5 x 11 20# Blue Offset -         X sheets = Text Endurance Silk 100# 25x38 - X sheets =

8.5 x 14 20# White 92B - X sheets = 11 x 17 20# White 92B - X sheets =

8.5 x 11 64# White Card Stock - X sheets =

FULFILLMENT

Insert into #10 1 to 2 pages - X sheets = Each additional sheet up to 6 - X sheets =

Insert into 6x9 up to 8 sheets -  X sheets = Each additional sheet up to 30 - X sheets =

Insert into 9x12 up to 12 sheets - X sheets = Each additional sheet up to 30 - X sheets =

Hand insert check #10 or 9x11.5 - X sheets = Hand insertion - X sheets =

UNIT COST = 

TOTAL IMPRESSIONS = 


	Date: 
	Name: 
	Production date: 
	Cost center: 
	Profit center: 
	Impressions: 
	Pages: 
	Job name: 
	File type: 
	Stock type: 
	Job name 2: 
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Finishing: 
	Frequency: 
	Monthly volumes: 
	Service level: 
	Post stock: 
	Post stock estimate: 
	Job details: 
	Check Box2: Off
	Check Box3: Off
	Check Box14: Off
	Check Box15: Off
	Check Box16: Off
	Check Box17: Off
	Check Box18: Off
	Check Box19: Off
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Date2: 
	Processor name: 
	Prod date: 
	Estimate number: 
	PO number: 
	Job number: 
	Check Box24: Off
	Check Box25: Off
	File name: 
	Google docs: 
	System name: 
	Date uploaded: 
	Location printed: 
	Comments: 
	name2: 
	email2: 
	Check Box29: Off
	name3: 
	email3: 
	Check Box30: Off
	name1: 
	Check Box28: Off
	email1: 
	name5: 
	email5: 
	Check Box32: Off
	name6: 
	email6: 
	Check Box33: Off
	name4: 
	Check Box31: Off
	email4: 
	name7: 
	email7: 
	Check Box34: Off
	Check Box1: Off
	Check Box26: Off
	other: 
	Check Box35: Off
	Check Box36: Off
	Check Box37: Off
	Check Box38: Off
	Check Box39: Off
	Check Box40: Off
	Check Box41: Off
	Check Box42: Off
	Check Box43: Off
	Check Box44: Off
	Check Box45: Off
	Check Box46: Off
	Check Box47: Off
	Check Box48: Off
	Check Box49: Off
	Check Box50: Off
	Check Box51: Off
	Check Box52: Off
	Check Box53: Off
	Check Box54: Off
	Check Box55: Off
	Check Box56: Off
	Check Box57: Off
	Check Box58: Off
	Check Box59: Off
	Check Box60: Off
	Check Box61: Off
	Check Box62: Off
	Check Box63: Off
	Check Box64: Off
	Check Box65: Off
	Comments3: 
	Text201: 
	Text202: 75.0000
	Text203: 0
	Text204: 
	Text205: 150.0000
	Text206: 0
	Text207: 
	Text208: 250.0000
	Text209: 0
	Text210: 
	Text211: 150.0000
	Text212: 0
	Text213: 
	Text214: 300.0000
	Text215: 0
	Text216: 
	Text217: 500.0000
	Text218: 0
	Text219: 
	Text220: 37.5000
	Text221: 0
	Text222: 
	Text223: 37.5000
	Text224: 0
	Text225: 
	Text226: 37.5000
	Text227: 0
	Text228: 
	Text229: 25.0000
	Text230: 0
	Comments5: 
	Text58: 0.0210
	Text60: 
	Text61: 0
	Text62: 0.0460
	Text63: 
	Text64: 0
	Text65: 0.0310
	Text66: 
	Text67: 0
	Text68: 0.0279
	Text69: 
	Text70: 0
	Text71: 0.0070
	Text72: 
	Text73: 0
	Text74: 0.0100
	Text75: 
	Text76: 0
	Text77: 0.0080
	Text78: 
	Text79: 0
	Text80: 0.0110
	Text81: 
	Text82: 0
	Text83: 0.0390
	Text84: 
	Text85: 0
	Text86: 0.0100
	Text92: 
	Text93: 0
	Text94: 0.0120
	Text95: 
	Text96: 0
	Text97: 0.0190
	Text98: 
	Text99: 0
	Text1: 0.0090
	Text2: 
	Text3: 0
	Text4: 0.0140
	Text5: 
	Text6: 0
	Text7: 0.0450
	Text8: 
	Text9: 0
	Text10: 0.0230
	Text12: 
	Text13: 0
	Text14: 0.0046
	Text15: 
	Text16: 0
	Text17: 0.0450
	Text18: 
	Text19: 0
	Text20: 0.0046
	Text21: 
	Text22: 0
	Text23: 0.1600
	Text24: 
	Text29: 0
	Text26: 0.0046
	Text27: 
	Text28: 0
	Text30: 0.5500
	Text31: 
	Text32: 0
	Text33: 0.5500
	Text34: 
	Text35: 0
	Text36: 2.63
	Text37: 
	Text38: 0
	Text39: 2.10
	Text40: 
	Text41: 0
	Text11: 2.51
	Text25: 
	Text42: 0
	Text43: 2.50
	Text44: 
	Text45: 0
	Text46: 24.00
	Text47: 
	Text48: 0
	Text49: 0.6050
	Text50: 
	Text51: 0
	Text52: 1.0450
	Text53: 
	Text54: 0
	Text55: 0.8800
	Text56: 
	Text57: 0
	Text59: 0.8800
	Text87: 
	Text88: 0
	Text89: 0.9350
	Text90: 
	Text91: 0
	Text100: 0.6050
	Text101: 
	Text102: 0
	Text103: 0.3520
	Text104: 
	Text105: 0
	Text106: 0.0550
	Text107: 
	Text108: 0
	Text109: 0.6050
	Text110: 
	Text111: 0
	Text112: 100.0000
	Text113: 
	Text114: 0
	Text115: 1.8700
	Text116: 
	Text117: 0
	Text118: 2.3650
	Text119: 
	Text120: 0
	Text121: 3.4100
	Text122: 
	Text123: 0
	Text124: 0.3080
	Text125: 
	Text126: 0
	Text127: 0.3080
	Text128: 
	Text129: 0
	Text130: 0.0088
	Text131: 
	Text132: 0
	Text133: 0.0033
	Text134: 
	Text135: 0
	Text136: 0.0033
	Text137: 
	Text138: 0
	Text139: 0.0033
	Text140: 
	Text141: 0
	Text142: 0.0550
	Text143: 
	Text144: 0
	Text145: 0.3850
	Text146: 
	Text147: 0
	Text148: 0.0550
	Text149: 
	Text150: 0
	Text151: 0.1100
	Text152: 
	Text153: 0
	Text154: 1.6500
	Text155: 
	Text156: 0
	Total testing: 0
	Total unit: 0
	Total cost: 0
	Total impressions: 0
	Unit cost: 0


