Yale University Printing Guidelines and Standards​ 
The following guidelines and standards are between (Yale client/department) and the service provider (print vendor) and outline a set of procedures by which all subsequent deliverables and services will be governed, unless otherwise modified for project requirements and agreed to in writing by both parties. 

In essence, this document serves as the terms and conditions by which we (Yale) are contracting your (the printer) services. 

Please follow these guidelines for each of our projects. If there is a change to one of the items below, e.g., the delivery address, requirement for over/under items delivered, proof, etc., we will communicate that change to you on our job specific “Print Order.” 

As a “CERTIFIED” print supplier to Yale University, we expect you to carefully review and follow these guidelines and standards as presented in this document. We also expect you to communicate these expectations to your associates. Our goal is to avoid common communication and production problems. 

Who to Contact at Yale
 
NAME ______________________________  TITLE __________________________
P (___) __________ F (___) ___________  E-MAIL ________________________

 
NAME ______________________________  TITLE __________________________
P (___) __________ F (___) ___________  E-MAIL _________________________

NAME ______________________________  TITLE __________________________
P (___) __________ F (___) ___________  E-MAIL ________________________

Questions on design or file setup should be addressed to:

NAME ______________________________  TITLE __________________________
P (___) __________ F (___) ___________  E-MAIL ________________________

Bids/Quotations: We request price quotations within two business days from the receipt of our “Request for Quote.” We prefer to receive your quotation either by e-mail or by fax. Unless otherwise stated on the request for quote, a written price quote must include F.O.B delivered to Yale University, New Haven, Connecticut. 

We encourage you to make cost savings suggestions on paper substitutions or any change to our specifications that will help Yale save money without sacrificing quality or schedule. Please provide pricing for our original Request for Quote along with separate prices for your recommended changes.
Please notify us about any quoted projects where you subcontract more than 25% of the job. 

Fonts: We will provide screen and printer fonts on all of our electronic files. To ensure that we do not violate copyright laws regulating the illegal copying of software, we require that these fonts be used for our projects only and are not shared with other clients or services.

Trapping of files: It has been our experience that printers prefer to trap customer-supplied electronic files. Therefore, we will not create traps to our files unless otherwise requested by you. 

Generally, our files will be accompanied by composite color laser proofs that will be furnished by the designer or our department. 
Author’s Alterations: We will pay for any author’s alterations (AA) that we make after file submission or to the printer’s proof, but we require immediate written notification if the change (AA) exceeds $_________.

If an AA or group of AA’s for a given project exceeds $_________, do not proceed with the job until we (the buyer/client) approve the additional cost. 

If the total AA cost is less than $_________, proceed with the job and send us (the buyer/client) notification by e-mail within one business day.
Immediate notification is also required if AAs will impact the production schedule.
We closely monitor our AAs and associated charges to Yale and hope to increase our efficiency and lower our costs over time. We encourage our suppliers to send us an explanation of why we incurred the charges and suggestions of how we can avoid those costs in the future. 

Proofs: We request that final proofs be provided to us within two business days from submission of printer’s file to you unless otherwise indicated.
Color proofing: We encourage you to recommend the appropriate proof for our project, which reflects true color at press time. We prefer the use of contract-quality digital proofs for all process-color jobs. 
If we have requested a press OK, please give us one business day advance notice. We prefer day shift press OKs whenever possible.
Personalization: We require sign-offs on all appropriate proofs (i.e., data proofs, live proofs, etc.) before any personalization work is completed. 

Our data files will be formatted in the following way: ___________________________ 
Mailings--proof required: We require a proof of the “fan out” or insertion order for any mailing project with inserted items.  

Send to: _______________________@__________________________________
We also require a live proof before the mail is dropped.

Send to: _______________________@__________________________________
Mailing verification: We require copies of the postal form 3602 to be sent to us by fax or by e-mail within one business day of the mailing. 

Send to: NAME ________________  F (___) __________ E-MAIL _________________

CASS Certification: If time permits, we will furnish you with our mailing address list in advance of the mailing date for testing and CASS certification. Please inform us if we will incur a charge for the certification process.
Samples: We require, unless otherwise indicated on the Purchase Order, that five (5) samples be delivered to our office (Attn: _________________________) one business day before delivery is made to the university or to the mailing house. 

For projects that will be mailed by the printer, unless otherwise indicated on the Purchase Order, we require that a sample be delivered to our office (Attn: _________________________) one business day before the addressing begins and the mail is dropped at the Post Office or at Yale Campus Mail. 

Delivery: Projects that will be delivered to the Yale Reprographic and Imaging Services (RIS) loading dock need to be there between the hours of 8 am and 4 pm, Monday through Friday. If you need to schedule a delivery that will arrive before 8 am or after 4 pm, please call 203 432-9575 to make arrangements.

Mark all cartons with the project name, type of item, quantity, date, and Yale’s project number. Cartons on pallets only—no hampers.

Over runs/Under runs: We will pay for up to ​__% for overs on our print delivery unless otherwise indicated on the Purchase Order. We discourage under runs, but will accept print delivery that runs no more than 2% under unless otherwise indicated on the Print Order/Purchase Order.  

Invoices: All invoices should be mailed to the buyer/Yale client within five (5) days of completion. Please reference our Purchase Order number and our project number on all invoices.
Send one sample with a copy of the invoice, quote and purchase order to: Yale Publishing Services Center, Attn: Vendor Specialist, 2 Whitney Avenue, PO Box 208327, New Haven, Connecticut 06520–8327. 

Inventory: If storing materials for (____Yale client/department___), we require updated inventory counts within five days after the mailing/printing project is completed, as well as monthly inventory reports and any storage charges. 

Return of preparatory materials: All artwork, electronic disks and any other preparatory materials given to you by (____Yale client/department___) will be returned to us within three days upon completion of the project. A signature is required for your records and ours.
If you have modified our electronic files, please be sure to post-flight our files and return the modified version to (____Yale client/department___). A signature is required for your records and ours.
Ownership of artwork/disks/files: Any preparatory materials that we furnish to you in order to complete our project are owned solely by Yale University. If changes are made to the materials, e.g., manipulation of files with or without the request of (____Yale client/department___), the materials remain the property of Yale University. 
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