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CAMPUS SUPPORT SERVICES UNITED STATES POSTAL SERVICE

USPS SERVICES THROUGH CAMPUS SUPPORT SERVIGES

- Campus Mail (internal) and USPS Mail (outgoing) drop boxes in G115 lobby, available 24 hours/day
- First Class Mail, USPS Packages, Priority & Overnight Mail, Certified Mail
- Individual Mailboxes with key entry for easy 24 hour access for faculty & staff
- Permit 14 or 187 mail discounts available for permit mailings over 200 pieces,
anciliary endorsement & permit imprint required for discount (we have a permit stamp if needed)
- JALC address should not be used for receiving personal mail
- Multiple outgoing envelopes must be prepared flat, NOT nested into each other

MAIL ROOM SCHEDULE AND MAIL ISSUES

Daily Mail Run

USPS Mail arrives between 10:00am and 4:00pm every day. CSS will complete ONE mail run every day. Logan Fitness,
Athletics, H &V Building routes are run in the morning and the remainder of campus in the afternoon. If you want your
mail to go out the same day, take it to C115 before 10am. If you have urgent mail and miss the daily outgoing mail, you
will need take it to the post office before 3:00pm, or in an emergency, make arrangements with CSS staff to deliver to
post office.

Certified Mail

The Certified Mail Form must be completely filled out (except for prices) and must be to our office by 2:30pmiif it is
to be mailed the same day. If you need assistance filling out the form, there are instructions on the Campus Support
Services Sharepoint page, or come to the C115 front counter for help. Your name or department MUST be on the form.

Misrouted Mail
If you receive mail that is not yours, please mark it with correct department & put it in your outgoing mail box for us to
re-route.

Unwanted Mail

If you receive a piece of unwanted mail, please contact the sender and ask them to remove that person’s name from
their mailing list. If you still want to receive the mail, please ask them change the name to your department name or job
title. This will make future mail sorting much easier for us.

Receiving New Mail at the College
When requesting to receive mail or publications at the college, please give them your department name or job title
instead of your personal name. This allows us to more efficiently sort campus mail and reduces mail re-routing issues.

Current Mail

If you'd like your mail to be routed most efficiently, please contact current mailers and ask them to change a specific
name to a job title or department. For example, instead of mailing to Amy Bafford, mail to Manager of Campus Support
Services.




CAMPUS SUPPORT SERVICES BINDERY/PAPER/CARTRIDGES
CUTTING

LAMINATION/ADHESIVE/MOUNT

Hot Lamination on sizes from 5.5"x 8.5
up to 26" wide, and Adhesive Backing for
Foam Core Mount: 8.5x11 or 1117/ available

PERFORATING, SCANNING
FOLDING/SCORING

Perforation and/or scoring on cardstock prints,
folding & scanning at no charge.

PAPER DELIVERY

For Paper Case deliveries on campus:
Fill out a Paper Delivery/Desktop Cartridge Request
my.jalc.edu/ICS/Staff/

"'!!H
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TONER/CARTRIDGE RECYCLING
Free Toner/Cartridge/Fuser/Drum Recycling!
Box Locations:
Campus Support Services (C115

Purchasing (E106)
G Wing Mailboxes
*NO GENERIC OR COMPATIBLE, ORIGINAL BRANDS ONLY

Email print@jalc.edu for more information on bindery/paper/cartridges



CAMPUS SUPPORT SERVICES PRODUCTS

PRE-PRINTED LETTERHEAD
JALC ENVELOPES

JALC white envelopes
JALC white window envelopes
JALC business reply envelopes

COMB BINDING & COVERS

Black plastic comb binding, various sizes,
Clear plastic front cover and/or
solid color back cover

DESKTOP CARTRIDGES

Desktop cartridge ordering with price checking.
Orders are placed on demand by The General Store.
Complete a Paper Delivery/Desktop Cartridge Request
my.jalc.edu/IGS/Staff/

KONICA CARTRIDGES ON CONTRACT

Visit CSS in G115, to request Konica toners at no
charge for our contract fleet machines.

PAPER

8.5x11 (Letter) - 20# and 24# 8.5x14 (Legal)

and 11x17 (Tabloid) available.

Letter and Tabloid 80# cardstock also available.
Complete a Paper Delivery/Desktop Cartridge Request

my.jalc.edu/ICS/Staff/
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Email print@jalc.edu for more information on product info




CAMPUS SUPPORT SERVICES DESIGN

$2 for template design, S5 for custom or new designs

White removable adhesive paper 1
DR RACNEI. stDA WEBB C201A
Student Affairs
HEAYHERCNANDIER c201
Administrative Assistant fo the Provost for
Studer H‘\ff
I(AVI.EE lem c2018
Registr
JULIA BEDAR c201
Admissions Specialist
DEANNEGABEL c201
Admissions Special list
ROSEHONEA c201
sssssss Specialist
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Tri-fold on 244 color copy paper ot

BUSINESS CARDS JALC ﬁ

STEPHANIE CHANEY  John A. Logan College
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No alterations to template per Admin.

To enrich lives through learning and community engagement

POSTERS
Tonan 11x17 sheet, 24# or 80# paper ISNI.T RNATIONAI—

</ Spend a semester or summer abroad!
</ Experience international culture and earn college credit!
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FLYERS o e
1 onan 8.ox11 sheet, 24# copy paper Diversit Challenge

A Student-Centered Arts & Culture Program

OCTOBER 1 through
OCTOBER 21, 2021
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About the Diversity Challenge
s 20 o et i Ty

Design Request @ my.jalc.edu/ICS/Staff/



CAMPUS SUPPORT SERVICES DESIGN

POSTCARDS
410 a sheet, 80# cardstock

PANEL CARDS
310 a sheet, 80# cardstock

NAME BADGES & DESK PLATES
JALC Human Resources

TICKETS
8 10 a sheet, 80# cardstock, w/perforation

BOOKMARKS
410 a sheet, 80# cardstock

PERSONAL NOTECARDS
1 to a sheet, 80# cardstack,
scored at middle for fold

Design Request @ my.jalc.edu/ICS/Staff/
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JALC Human Resources handles new employees’orders
as well as replacements for existing employees.
Call Ext. 8273 or Email: humanresources@jalc.edu

% 2021 JOHN A. LOGAN COLLEGE

GRADUATION

AbmiT May 1, 2021
0“[ Du Quoin State Fairgrounds Grandstand

JALC
LIBRARY

HOURS OF OPERATION
Monday  7:30am-Gpm

library(

JOHN A. LOGAN COLLEGE

CENTER FOR WORKFORCE DEVELOPMENT
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Career and Technical Education




CAMPUS SUPPORT SERVICES DESIGN

CERTIFICATES
1 to a sheet, 80# cardstock

SIGNS
8.0x11, 8.5x14

BANNERS

Anything Larger than 11x17/,
Custom Artwork sent to the
Printer/Vendor of your choice

TABLE TENTS
8.5x11, scored at middle,
80# cardstock

JOHN A LOGAM COLLEGE
Fifty-Third Annual Commeene emesl
Stmdenl Speakar

DO NOT PLACE ANY

CHEMICAL
directly on the

Governor J.B. Pritzker
STATE OF ILLINODNS

Design Request @ my.jalc.edu/ICS/Staff/




CAMPUS SUPPORT SERVICES SHAREPOINT PAGE

CSS SHAREPOINT PAGE -
- Digital JALC Letterhead, 2nd sheet, -
& Memo Sheet

Mame

«  Campus S5upport Services_About
Us_.pdf

- For in-person @ CSS front counter:
- Walk up/Drop Off Copy Request (printable) loi €SS Copy Request.pdf
- Special Order Sheet (printable)

i _IHnw ta Complete Certified Mail

- Various helpful "How to” documents Farm.pedf

M@= Haw to Report Capier Counts an
Your Kanica Printer.doex

- Permit Mail Discount Form

- Email “print@jalc.edu” for help with forms @l How to Setup Emaill Addreises on

Your Konlca Printer.docx
@ JALC LH for digital use.docx

B: JALC LH with 2nd sheet for
digital use dacs

@ JALC Mema for digital use doecy

@ Permit or Metered Mailing
Form.docs

special order form.pdt

jalcollege.sharepoint.com/sites/JALCIntranet/SitePages/CAMPUS-SUPPORT-SERVICES.aspx



CAMPUS SUPPORT SERVICGES PRODUCTS & SERVICES
PRODUCTS & SERVICES PRICING LIST

Qry DESCRIPTION PRICE
ea Binding, back cover, comb binding $0.15
ea Binding, clear front cover, comb binding $0.15
ea Binding, comb 1/4" $S0.15
ea Binding, comb 1/2" $0.25
ea Binding, comb 3/4" $S0.40
ea Binding, comb 1" $S0.50
ea Binding, comb 1-1/2" $0.75
ea Binding, comb 2" $1.00
ea Business Cards, 50 (includes setup, printing & cutting) $6.50
ea Business Cards, 100 (includes setup, printing & cutting) $7.50
ea Business Cards, 250 (includes setup, printing & cutting) $10.50
ea Business Cards, 500 (includes setup, printing & cutting) $15.00
ea Cutting, per 100 sheets $1.50
ea Foam Core, 8.5x11 $2.00
ea Foam Core, 11x17 $3.00
ea Graphic Design Charge NEW $5.00
ea Graphic Design Charge CHANGES $2.00
ea Label, Directory, Full Sheet 8.5x11 $3.15
ea Label, Full Sheet Removable Adhesive 1.00
ea Laminating/Adhesive, letter or smaller S0.75
ea Laminating/Adhesive, bigger than letter $1.50
ea Media, Envelope, JALC BR $S0.04
bx Media, Envelope, JALC BR $19.95
ea Media, Envelope, JALC white S0.07
bx Media, Envelope, JALC white $34.00
ea Media, Envelope, JALC window $0.08
bx Media, Envelope, JALC window $40.00
ea Media, JALC Letterhead $0.05
bx Media, JALC Letterhead $25.00
ea Panel Cards, 2 sided color S.10
rm Paper, white, 20#, letter, ream $4.50
cs Paper, white, 204, letter, case (10 reams) $S44.00
rm Paper, white, 204, legal, ream $9.00
cs Paper, white, 20#, legal, case (8 reams) $68.00
rm Paper, white, 20#, tabloid, ream $10.00

Print Ticket @ my.jalc.edu/ICS/Staff/



CAMPUS SUPPORT SERVICES PRODUCTS & SERVICES

PRICING LIST
QTyY DESCRIPTION PRICE
cs Paper, white, 20#, tabloid, case (5 reams) $49.00
rm Paper, white, 244, letter, color copy, ream $8.00
cs Paper, white, 24#, letter, color copy, case (10 cases) $78.00
rm Paper, white, 244, legal, color copy, ream $13.00
cs Paper, white, 24#, legal, color copy, case (8 reams) $100.00
rm Paper, white, 244, tabloid, color copy, ream $19.00
cs Paper, white, 24#, tabloid, color copy, case (5 reams) $90.00
ea Paper, white, 80#, letter, cardstock, each $0.05
rm Paper, white, 804#, letter, cardstock, ream $11.00
cs Paper, white, 80#, letter, cardstock, case (8 reams) $86.00
ea Paper, white, 80# tabloid, cardstock, each S0.10
rm Paper, white, 80# tabloid, cardstock, ream $22.00
cs Paper, white, 80# tabloid, cardstock, case (4 reams) 85.00
bx Storage Boxes, heavy duty, each $3.00
Storage Boxes, heavy duty, case of 10 $28.00

CAMPUS SUPPORT SERVIGES PRINTING

CSS Click Charges:

20 Ib or 24 Ib Paper Clicks (letter, legal or tabloid)

3 cents black & white, 1 side (6 cents 2 sides)
10 cents color, 1 side (20 cents 2 sides)
13 cents black & white 1 side, Color 2nd side

80Ib Cardstock Clicks (letter, 8.5x11)
8 cents black & white, 1 side (16 cents 2 sides)
15 cents color, T side (30 cents 2 sides)

18 cents black & white 1 side, color 2nd side

80Ib Cardstock Clicks (tabloid, 11x17)
15 cents black & white, T side (30 cents 2 sides)
22 cents color, 1side (44 cents 2 sides)

37 cents black & white 1 side, color 2nd side

*Prices are hased on print ready artwork. Please add applicable design charges for total project cost.
*Email print@jalc.edu with any pricing questions or to obtain a quote.
*Prices may vary. All prices are subject to change at any time.

Print Ticket @ my.jalc.edu/ICS/Staff/





