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ITS-Houston Poster Printing Procedure


ITS-Houston provides faculty and staff with low cost and high quality poster printing services at Houston campus. 
Sign and Poster Presentations: 
	Poster Size
	Price
	Specification
	With Foam

	Oversized poster*
	$80
	Any size bigger than 42”x54”
	N/A

	42”x54” poster
	$54
	Fits 4’x6’ display area
	N/A

	36”x54” poster
	$45
	
	N/A

	32”x40” poster
	$30
	Including 28”x36” poster
	$38

	24”x36” poster
	$20
	
	$28

	18”x24” poster
	$11
	
	$15

	11”x17” poster
	$6
	
	$8


*The maximum width of poster is up to 42”. 
[bookmark: _GoBack]The above prices apply only toward finished, ready-to-print works that require no additional design or layout. If additional design or layout is required, a $30/hr (one hour minimum) design fee is added to the above costs. 
Note: If your poster size is not on the fee schedule listed above, we will go by the closest price chart of next level based on the square footage. 

Processing Time:
Request for poster printing services is first-come, first-served. It requires 10 business days advance notice, and may be subject to the availability of staff and resources available.
If a batch printing of 8 or more posters is needed for the project, please contact either Jeff Brown or Iris Du to discuss the specific processing time to ensure the on-time delivery of finished posters. 
In the event of hardware breakdown:

We have next business day service support contracted for our printer, and we will take necessary measures to provide as much of continuity as possible. 

However, in case for some reason the vendor cannot fix the problem in a timely manner, we will at our discretion use Denton and/or Dallas printer services.

Note that, the processing time will be RESET to 12 business days counting on the day we send in order to accommodate all campus schedules and delivery/shipping time. You will be informed if such thing occurs. 

In the event of turn-around time does not fulfill your needs:

ITS will not go out for external printing services (for instance, KINKOS’ type of vendor) for any reason to have your poster printed.

In case you decide to go for outside vendors, your department will take all the necessary steps to do so and ITS will not be involved in such an operation.

Fees:
Fees for supplies used will apply to all Graphics Production Services. Additional costs for any outsourced materials and/or labor must be approved by the department sponsoring the projects, and will be included in the total project cost. Charges will be billed to departmental accounts only – cash and checks are not accepted.  
A Graphic Services Invoice form needs to be filled out with department account# and faculty signature before the production of poster can be processed.
Poster Templates:
We have some poster templates available for different poster sizes. We can also create custom poster template based on your needs. Please contact ITS staff member listed below to get a poster template of your choice.

For those who have never created a poster before, it’s strongly recommended that you talk to one of us so that we could help you get started.

Please note that ITS staff doesn’t proof read the poster content. It’s your responsibility to proof read and perform spelling checks.
Note: Copyright law and guidelines are observed. 

Contacts for Poster Printing Requests:

Jeff Brown: jbrown@twu.edu ext. 2351, Room 4120

Iris Du: jdu@twu.edu, ext. 2010, Room 4118
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