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University Print Services
Employees covered by this policy
This policy applies to all Faculty, Staff and Hourly employees at LU and
applicants of positions.
Policy

The University Print Shop is located in 120 Schweich Hall. The Print Shop
produces a vast majority materials printed for daily operations at the Lincoln
University.
The Print Shop maintains a variety of paper stock. If what is needed is not in
stock, it can be special ordered. Special orders normally take at least two
weeks. A small variety of ink colors are also available, as well as the standard
"LU blue" and black. An order might generally require 10 working days once
the requisition has arrived to the Print Shop. Print samples are required with
the requisition, if the job is a reprint.
Offset printing is also available; however, it is not as speedy as the copier,
but offers a better quality product and increase flexibility. This process is
recommended if a more favorable impression, such as brochures, flyers,
newsletters, etc., or a large number of copies is needed.
The Print Shop produces such items as: posters, booklets, brochures,
business cards, letterhead, envelopes, carbonless forms along with
newsletters and annual reports. The Print Shop prints approximately 75% of
university’s needs.
Forms produced by the Print Shop:
• Travel Expense Voucher
• Travel Authorization
• Travel Schedules
• Lincoln University Requisitions
• Leave Slips
The Print Shop can help assist with project layout and design. Bring a diskette
with the required information to the Print Shop and have the information set
up professionally with Quark Express, Freehand, Microsoft Word or Corel
WordPerfect for PC.

All duplicating copy jobs require a completed Quick Copy Request form
submitted before copying can begin. Most quick-copy jobs can be produced
within 24 hours.
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