
GUIDE TO ON-CAMPUS
MARKETING AND PRINTING SERVICES
Marketing, Creative Services and Duplications



COMMON DESIGN/ 
PRINTING TERMS

TIPS FOR 
ORDERING 
DESIGN/PRINTING 
ON CAMPUS

CREATIVE &  
DUPLICATION SERVICES BLEED – The margin outside the trimmed 

area of a sheet that allows for colors and 
images to print beyond the edge of the 
page. The standard bleed is 1/8” of .125”.

COMB BINDING (GBC) - A method of 
binding using rings attached to a plastic 
spine to secure pages.

RESOLUTION - The quality with which 
an images is reproduced or displayed. 300 
dpi (dots per inch) at the size you wish 
the image to be is ideal for printing and 
72 dpi is ideal for websites and digital 
signage.

SADDLE-STITCH - A book with inset 
pages secured by stitching wire (staples) 
through the fold line — like this booklet. 

SCORE - Creasing a line in paper or a 
card so it can be folded cleanly.

SIGNATURE - A folded sheet of paper 
that creates 4 individual pages. An 
example is the cover sheet of this book. 
Page 1) the cover, 2) inside front cover, 3)
inside back cover, and 4) back cover. 

SPREAD - Used to describe any 
two facing pages of a document or 
publication.

SQUARE-SEAM SADDLE-STITCH -  
A saddle-stitch book that has a square 
spine. Mostly used for larger page-count 
books. 

TRIM - To cut printed sheets to the 
required size.

VECTOR/RASTER IMAGES - Vector 
graphics are scalable to any size and 
maintain their crisp lines. Raster images 
use dots to create the image and cannot 
be scaled up or down without distortion 
— often referred to as pixelation.

1.  INCLUDE EXAMPLES if you have 
some that you like or don’t like.

2.  MEASUREMENTS should be 
written width then height —  
this book is 8.5 x 11” folded  
and 11 x 17” flat.

3.  REVIEW your Workfront form 
and make sure you included all 
the information such as size and 
quantity.

4.  MORE INFORMATION is better 
than not enough, so please 
provide as much detail as possible 
on your order. 

5.  PLEASE PLACE YOUR ORDERS  
at least 10 business days before 
you need them. Our small 
department completes about 
1,000 print jobs per year — so the 
more advance notice we have, the 
better we can serve you!

These departments on campus will help you from start to finish on anything you need designed and printed. 
Creative Services will design your pieces and proof them to you. Once approved, they will send the print-ready 
files to Duplications (or, if necessary, an outside vendor) for printing. The final printed pieces will be delivered. 
Mailing services are available upon request. 

BOOKLETS
Programs
Newsletters
Guides

STATIONERY
Letterhead
Invitations
Notecards

ENVELOPES 
Addressed Outer 
Envelopes

Business Reply 

CARDS 
Postcards
Push Cards
Informational Cards
Hand-out Cards

BULK MAILERS

SINGLE-SIDED PIECES
Sandwich Boards
Posters
Flyers
Handbills 

SPECIALTY PAPERS
Adhesive Backed
Door Hangers
Megaphones
Cubes

ADDITIONAL OPTIONS
Multi-Part Forms
GBC Binding
Yard Signs 

VENDOR-SUPPLIED ITEMS
Retractable Banners
X-Frame Banners
Promotional Products 
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LARGE FORMAT PRINTS ON WATERPROOF 
PAPER CAN BE USED INDOORS OR OUTDOORS.
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BOOKLETS
Programs, Newsletters, Guides 

Showcase your department for future students or create a booklet 
for an event. The possibilities are endless when creating booklets. 

STATIONERY
Letterhead, Invitations, Notecards 

Do you have a special event coming up or a fundraiser to put on? We 
can help you with your stationery needs to stand out in the mailbox.

ENVELOPES
Addressed Outer Envelopes, Business Reply 

This is great for when you have a small amount of envelopes 
you need for a specific event or select group of people. 
Duplications can also address the envelopes, if needed. 

OPTIONS:
• 11 x 17” folded to 8.5 x 11”
• 8.5 x 11” folded to 5.5 x 8.5”
• 17 x 5.5” folded to 8.5 x 5.5”
• Cover stock on cover
• Gloss paper on insides
• Up to 52 number of pages
• Saddle-stitched
• Square-seam saddle-stitch

PRICES:    
5.5 x 8.5” or 8.5 x 5.5”
4 pages
8 pages
12 pages
16 pages
24 pages
28 pages
32 pages
36 pages
40 pages
44 pages
48 pages
52 pages

$11.00 / 100 qty
$22.00 / 100 qty
$33.00 / 100 qty
$44.00 / 100 qty
$66.00 / 100 qty
$77.00 / 100 qty
$88.00 / 100 qty
$99.00 / 100 qty
$110.00 / 100 qty
$121.00 / 100 qty
$132.00 / 100 qty
$143.00 / 100 qty

8.5 x 11”
4 pages
8 pages
12 pages
16 pages
24 pages
28 pages
32 pages
36 pages
40 pages
44 pages
48 pages
52 pages

$13.00 / 100 qty
$26.00 / 100 qty
$39.00 / 100 qty
$52.00 / 100 qty
$78.00 / 100 qty
$91.00 / 100 qty
$104.00 / 100 qty
$117.00 / 100 qty
$130.00 / 100 qty
$143.00 / 100 qty
$156.00 / 100 qty
$169.00 / 100 qty

Prices subject to change.
Prices based on uncoated  
copy paper. 

PRICES:    
Letterhead $4.00 / 100 qty
5x7 cards $4.00 / 100 qty
8.5x5.5 - 
folded (4/0)*

$3.00 / 100 qty

8.5x5.5 - 
folded (4/4) 

$4.00 / 100 qty

10x7 -  
folded (4/0)

$4.00 / 100 qty

10x7 -  
folded (4/4)

$5.00 / 100 qty

PRICES:    
A2 (1/0)* $4.00 / 100 qty
A2 (1/1) $5.00 / 100 qty
A7 (1/0) $5.00 / 100 qty
A7 (4/0) $9.00 / 100 qty
A9 (1/0) $8.00 / 100 qty
A9 (4/0) $11.00 / 100 qty
#10 (1/0) $4.00 / 100 qty
#10 (4/0) $7.00 / 100 qty
#9 (1/0) $4.00 / 100 qty
#9 (4/0) $7.00 / 100 qty
9x12  
Booklet (1/0)

$7.00 / 100 qty

9x12  
Booklet (4/0)

$10.00 / 100 qty

6x9  
Booklet (1/0)

$5.00 / 100 qty

6x9  
Booklet (4/0)

$8.00 / 100 qty

Prices subject to change.

* 1/0 = black on the front 
4/0 = color on the front 
4/4 = color on the front and back

Scholarship
L U N C H E O N

YOU’RE INVITED TO THE

TYLER JUNIOR COLLEGE 
PO BOX 9020 
TYLER TX 75711-9947

NO POSTAGE
NECESSARY

IF MAILED
IN THE

UNITED STATES

BUSINESS REPLY MAIL
FIRST-CLASS MAIL TYLER, TXPERMIT NO. 77

POSTAGE WILL BE PAID BY ADDRESSEE

Artwork for  Envelope, Business, #9, 3 7/8 x 8 7/8 in (3.875" x 8.875")
Layout: sample BRM Env with IMB.lyt
March 20, 2013

Produced by DAZzle Designer, Version 9.0.05
(c) 1993-2009, Endicia, www.Endicia.com
U.S. Postal Service, Serial #

IMPORTANT:  DO NOT ENLARGE, REDUCE OR MOVE the FIM and POSTNET barcodes. They are only valid as printed!
  Special care must be taken to ensure FIM and POSTNET barcode are actual size AND placed properly on the mail piece
  to meet both USPS regulations and automation compatibility standards.

TYLER JUNIOR COLLEGE FOUNDATION

‘IN’ CROWD
JOIN THE
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Academic Advising
tjc.edu/advising
Career Planning
tjc.edu/careerplanning

Counseling Services
tjc.edu/counseling

Financial Aid
tjc.edu/finaid
IT Service Desk
tjc.edu/IT
Scholarships 
tjc.edu/scholarships

Testing Services
tjc.edu/testing
Tutoring Services
tjc.edu/tutoring
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CARDS
Postcards, Push Cards, Informational Cards, Hand-out Cards 

Cards are the best way to get your information out to the masses. Whether it’s 
potential students and their family with a postcard mailed directly to them or a push 
card sitting at an information table, we’ve got you covered. 

BULK MAILERS

SINGLE-SIDED PIECES
Sandwich Boards, Posters, Flyers, Handbills 

Information that you can pass out or hang up to be displayed. With lots of options including 
waterproof poster paper, these make great pieces to advertise events. 

PRICES:    single-sided/double-sided

3.5 x 2”* $4.00 / 250 qty
$4.00 / 250 qty

3 x 5”* $1.00 / 100 qty
$1.42 / 100 qty

4.25 x 5.5”* $1.50 / 100 qty
$2.13 / 100 qty

3.67 x 8.5”* $2.00 / 100 qty 
$2.83 / 100 qty

8.5 x 5.5”* $3.00 / 100 qty
$4.25 / 100 qty

9 x 6”ˇ $4.50 / 100 qty
$5.75 / 100 qty

11 x 6”ˇ $6.00 / 100 qty
$7.67 / 100 qty

Mailing postcards as bulk mail is much more cost 
effective than mailing first class. Duplications and the 
Mail department have worked hard to integrate this 
system for mailing postcards at the cheaper bulk rate, 
saving money both in production and postage. 

PRICES:
4.25 x 5.5” $1.00 / 100 qty
5.5 x 8.5” $2.00 / 100 qty
8.5 x 11” $4.00 / 100 qty
11 x 17” $12.00 / 100 qty
24 x 36”* $45.00 / 10 qty
24 x 36”*ˇ $35.00 / 10 qty

Prices subject to change.
*Poster prices based on ink coverage.
ˇWaterproof poster paper.

OPTIONS:
Copy Paper
Cardstock Paper
Waterproof Paper
Poster Paper
 

For more information, contact the Center forStudent Life and Involvement at 903-510-2797.TJC.EDU/CAMPUSLIFE

VIRTUAL COMEDY

night!
Hosted by comedian Azeem

TUES., OCT. 137 P.M.WIN GREAT PRIZES!
Stop by the Center for Student Life office 9 a.m.-4 p.m. Monday-Friday, to pick up  your bingo cards before the event.  Join us on Zoom! Meeting ID: 816 2695 6328   Passcode: 644568 N44

B13
B10

B7
I20

Coff ee with the Professors

TJC.edu

Come enjoy a free cup of coff ee and get 

to know the professors of Humaniti es, 

Communicati ons and Fine Arts programs.

Wednesday, March 18  |  9:30-11 a.m.

Jenkins Hall 
(by Jenkins statue)

Apply @ tjc.edu/chiefs

     tjcapachechiefs

APPLICATIONS CLOSE SEPT. 30

2021
APACHE
CHIEFS

For more information, contact the  TRIO Educational
Opportunity Center at  903-510-2612 or visit tjc.edu/trio.

TRIO EOC annually serves 1000 participants who are from Cherokee, Smith, Van Zandt and Wood Counties in Texas who are non-traditional (19 years or older), low-income, first-generation college students, and/or participants with disabling conditions — with an annual budget of $263,528.

WHAT IS EOC? 
EOC shows students how to navigate the admissions and financial aid process so you can enroll in the college, university or vocational school of your choice. You can receive services from this program free of charge!

EOC SERVICES:
EOC provides assistance with:• College Applications• FAFSA Application and Filing• Career Exploration • Scholarship Information • FAFSA Verification Assistance • Academic Advising

COUNTIES SERVED:
• Cherokee
• Smith 
• Van Zandt 
• Wood

LOCATION: 
Rogers Student Center, Room 301 1400 East Fifth Street, Tyler, TX 75798

For more information, contact the  TRIO Educational
Opportunity Center at  903-510-2612 or visit tjc.edu/trio.

TRIO EOC annually serves 1000 participants who are from Cherokee, Smith, Van Zandt and Wood Counties in Texas who are non-traditional (19 years or older), low-income, first-generation college students, and/or participants with disabling conditions — with an annual budget of $263,528.

WHAT IS EOC? 
EOC shows students how to navigate the admissions and financial aid process so you can enroll in the college, university or vocational school of your choice. You can receive services from this program free of charge!

EOC SERVICES:
EOC provides assistance with:• College Applications• FAFSA Application and Filing• Career Exploration • Scholarship Information • FAFSA Verification Assistance • Academic Advising

COUNTIES SERVED:
• Cherokee
• Smith 
• Van Zandt 
• Wood

LOCATION: 
Rogers Student Center, Room 301 1400 East Fifth Street, Tyler, TX 75798

@EOC   TJC
EDUCATIONAL OPPORTUNITY CENTER

Study Tips
GET ENOUGH SLEEP1 so that your brain has the opportunity to consolidate  new knowledge.

2 BREAK STUDY TIME
INTO SMALL CHUNKS.Space your learning over 
multiple days.

3 STUDY WHEN YOU
ARE MOST 
ALERT!

4 TURN HEADINGS
INTO QUESTIONS
and read paragraph by 
paragraph for comprehension.

5 TEST YOURSELF  
FREQUENTLY

when you study, so you 
can practice retrieving 
information.
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PO Box 9020
Tyler, TX 75711

CAN’T WAIT 
TO SEE 

YOU THIS 
SPRING!

• Check your Degree Works plan or    visit with an advisor.
• Register online in Apache Access.
• Check upcoming registration events   at tjc.edu/registrationevents.

Register NOW  
for Spring Classes
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Register NOW  
for Spring Classes

DR. CLIFF BOUCHER
DEAN, SCHOOL OF ENGINEERING, MATHEMATICS AND SCIENCES

We loved having you as part of the School of Engineering, Math and Sciences this fall. Your college and career goals are important to us here at TJC, and we invite you to take the next step toward accomplishing those goals by registering for Spring 2021 classes. We’re proud of your determinati on this semester – keep up the hard work!

Dr. Cliff  Boucher
Dean, Engineering, Mathemati cs & Sciences
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Recommended Winter Term Courses 

for Automotive Technology AAS

ENGL 1301: Composition I

MATH 1314: College Algebra

MATH 1316: Plane Trigonometry

MATH 1324: Math for Business & Social Sciences

MATH 1332: Contemporary Mathematics

MATH 1342: Elementary Statistical Methods

PHIL 2306: Introduction to Ethics

SPCH 1315: Public Speaking

SPCH 1321: Business & Professional Communication 

COMM 1307: Introduction to Mass Communication

ECON 2301: Principles of Macroeconomics

PSYC 2301: General Psychology

PSYC 2314: Lifespan Growth & Development

SOCI 1301: Introduction to Sociology

All classes offered online. 

Classes are grouped by Gen Ed areas required for your program.
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WINTER
TERM

Classes run Dec. 14-Jan. 5
Register in Apache Access

TJC.edu/Winter

Tackle some of your general education 

classes in only three weeks and get 

a step ahead on your degree. 
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TEXT US: 903-202-3637TEXT US: 903-202-3637

Prices subject to change.
*Prices based on uncoated cardstock.
ˇPrices based on gloss cardstock.6 7



SPECIALTY PAPERS
Adhesive Backed, Door Hangers, Megaphones, Cubes and so much more! 

Stand out on the table around campus with a megaphone or a table tent. Or leave a lasting impression with a 
sticker or label. Once you dream up an idea we, can help make it a reality. 

ADDITIONAL OPTIONS
Multi-Part Forms, GBC Binding, Yard Signs 

In addition to everything else, Duplications can also print and pad 
multi-part forms, bind booklets using plastic combs (GBC binding) 

and make fold-over yard signs to display around campus. 

PRICES:    
Multi-part forms
2-part $7.00 / 100 qty
3-part $11.00 / 100 qty
4-part $16.00 / 100 qty

GBC Binding 
1-40 pg $7.00 / 100 qty
41-55 pg $8.00 / 100 qty
56-80 pg $12.00 / 100 qty
81-150 pg $25.00 / 100 qty
151-200 pg $30.00 / 100 qty
201-320 pg $100.00 / 100 qty

Prices subject to change.
GBC page count based on 20# copy paper

IDEAS:    
These are just some of the various 
kinds of projects that cane be done 
through the use of special papers. 
All projects will need to be quoted 
on a project-by-project basis 
because of paper cost differences.

• Cubes
• Megaphones
• Table Tents
• Tags
• Event Wristbands
• Labels

Drive-In
MOVIE NIGHT

FREE ADMISSION

Oct. 28  |  7 p.m.
Parking Lot S-8 (Near Pirtle Technology)

FREE ADMISSION

featuring

HOCUS POCUS

Free 
popcorn 
and 
refreshments!

COMB BINDING (GBC) -  
a method of binding using 
rings attached to a plastic 
spine to secure pages.

8 9



VENDOR PROVIDED
Retractable Banners, X-Frame Banners, Promotional Products and so much more 

Make a statement and reach a wide audience with banner of all kinds. Retractable banners are perfect for long-
term displays outside of offices and in lobbies as well as college fairs. X-Frame banners are best for information 
that needs to be changed out often, like registration dates and deadlines. Don’t forget the swag. We can help you 
get all the goodies you need to promote TJC and your department.
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FREQUENTLY ASKED QUESTIONS

LINKS

1.   Is using Creative Services and Duplications 
really cheaper than outsourcing for smaller 
jobs? 
Yes! Creative Services does not charge 
for their services, and Duplications 
only charges for materials used. 

2.   How hard is it to get a job designed  
and printed? 
Super easy! With Workfront, you 
simply create a request, fill out a form 
and attach any documents needs 
and we’ll take care of the rest.

3.   I don’t know what I need. Can you help? 
The best part about our services is we provide 
consultations to help determine what your 
needs are and how we can help—think 
advertising agency as opposed to Kinko’s. Our 
goal is to provide solutions and opportunities 
to further market your program or event.

Marketing, Media and Communications
tjc.edu/Marketing

Workfront
tjc.edu/Workfront

Duplication Service Request
tjc.edu/CampusServices/Duplications

Marketing Downloads
tjc.edu/Marketing/Downloads


