Mastering the Management Buckets – Chapter 19: The Printing Bucket


Worksheet #19.1 

Printing Purchase Order (PPO)
Detailed Instructions for the Printer
(When using this form in your organization, remove worksheet header and insert your organization name, address, email, etc.)

Today’s Date: __________                                            PPO #2008 -_________
Official Job Title: ____________________________________________________________________

Need by:  Date ____/____/____
Day: ___________________Time: ________________________

Deliver to: __________________________________________________________________________

Quantity: ___________
Staff Approval

[ ]* Point Person:                     Initial Here
    ___________________
_____

    (* Complete checklist on reverse side.)
[ ] __________


_____

[ ] __________


_____

[ ] __________


_____

[ ] __________


_____

[ ] __________


_____

Proofed from original by 3 people, plus Printing Coordinator’s OK here: ________________

Size: _______________

Fold to (size): _______

Type of fold: _______
Sides: ______________

Ink:
PMS #________

PMS #________

Paper Stock:
Weight: ________

Color: _________

Office Use Only:
Requested by: ___________________

To:
Company: ______________________

Attn: __________________________

Cost Quote: _____________________

Invoice #_______________________

Date________________

Amount $____________

Re-order #___________

File Name: ___________

Special Requirements:



 3-hole punch


 Trim to: ________

 Staple/Stitch

 Perforation

 Halftones

 Sample Attached:
 Sample

Other Special Instructions Attached:
 Shipping Information

 _________________

	 FedEx 10 Samples to ___________
 Mail 10 Samples to  ____________

	


PPO Checklist for: ________________________________



(Official Job Title)

Point Person: _________________________

Initial when completed and file in the PPO Book.

Completed by: __________________________ Date: _________________

____    1. Verify quantity and quality of incoming printed pieces.

____    2. Distribute sample copies to all in-office staff and outsource team.

____    3. Mark boxes for inventory.

____    4. Store all printing within 24 hours.

____    5. Toss old brochures.  (Keep 20 copies of old brochure on hand.)

____    6. Send 10 copies to graphic designers and other key people (if appropriate), with a creative thank you note or Starbucks card!
____    7. Fill literature racks in front office (if appropriate).

____    8. Update PPO book with final costs, sample, etc.

____    9. Announce at next staff meeting.

____   10. Fill out Request for Check with invoice and accounting code, etc.

____   11. Occasionally, call/write the printer to say "thanks."

____   12. Fill forms rack (per procedure).
SUPV. OK _____________________


Date: __________________________


Accounting Code #___________


(Point Person to fill in)
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