DOCUMENT SERVICES OPERATIONAL PROCEDURES

The Document Services department provides word processing, design, production and printing services for materials that will be distributed to ICC students; ICC faculty and staff; and ICC-sponsored professional organizations. 
To expedite your request and ensure we have all the information to accurately complete your order, we require that all jobs be submitted using a Job Request Form. You may use our convenient electronic form or you may use the 4-part form available in your department office.
 “Job Request Form.dot” is a type-in Word Template (.dot) available at http://iccnet/
(
Fill in the electronic form by clicking on the gray boxes and entering your information. You may also click directly on boxes that require a check mark.
· Not sure how to complete certain sections? Call 694-5244 and we’ll be happy to help you over the phone or we can meet with you individually. 
· Attach the completed Job Request Form along with your document(s) to an e-mail addressed to printingrequests@icc.edu 

· All e-mails are acknowledged when opened by our printing request team. If you do not receive an e-mail confirmation, please call 694-5244.
Document Services provides the following services:
· Designing flyers, brochures, certificates, newsletters, programs, posters, and other promotional materials

· Designing and procuring giveaways for programs and events

· Designing logos and graphics

· Designing PowerPoint presentations for non-classroom use
· Preparing and typing tests, handouts, syllabi, and other instructional materials

· Preparing reports, handbooks, manuals, and other institutional materials
· Archiving electronic college files for reference
· Scanning materials to PDF files and burning a CD
· Printing Bookstore course packets

· Preparing and managing databases (Access, Excel) to coordinate mailings through 
Mail Services

· Coordinating distributions
· Printing and copying in black-and-white and color 

· Printing black-and-white and color transparencies

· Printing forms  (2-, 3- and 4-part), labels and envelopes
· Producing roadway and hallway directional signs

· Laminating materials

· Cutting, folding, 3-hole punching, spiral binding and booklet making
::   printingrequests@icc.edu    ::    (309) 694-5244    ::    Mon–Thu: 7 a.m.–8 p.m.     ::    Fri: 7 a.m.–5 p.m.     ::    
