Print request should fall into one of three (3) categories, State Forms or Print Jobs containing State Form(s), Print Jobs containing State Seal, and Print Jobs not containing a State Form or the State Seal.  Each of these requests has a different process as explained below.
Printing of State Forms or Print Jobs containing a State Form:
1)  The agency will create Requisition in PeopleSoft.  Online manual for process is at http://www.in.gov/idoa/3341.htm.
2)  The agency will send fully approved Requisition to ICPR at sfprint@icpr.in.gov.
3)  ICPR will reply to agency forms coordinator with PDF of master version of requested state form within four (4) business days.

4)  The agency must reply with Yes, that is what I want, or no, that is not to ICPR.

a)  No: The agency must submit desired change to ICPR for revision of the state form.


b)  Yes: proceed to 5
5)  ICPR sends email to PB, PBPrintCenter@idoa.in.gov, containing the PDF of the Requisition, the PDF of specifications for printing, the PDF of the file being printed.  ICPR will immediately place printed copy of the email sent and sample in Inter-departmental mail to PB.

6)  PB will then obtain pricing from subcontractors upon receipt of email.

7)  Once PB obtains pricing, the agency will be sent approved requisition and pricing within 48 hours.
8)  The agency will then complete PO process based on the quote with PB as the vendor.  Online manual for process is at http://www.in.gov/idoa/3341.htm.
9)  The agency will then forward completed and signed PO to PB for completion of order.  PB will have sample form to compare at this time.
10) PB will bill the agency based on the Fund/Object/Center information on the PO.
11) PB will email the agency contact person status and order completion information when order has been completed for agency record of job completion.

12) PB will provide ICPR with a completed Certificate of Printing and 2 samples.

Print Jobs containing State Seal:

1)  The agency will create Requisition in PeopleSoft for order.

2)  The agency will send fully approved Requisition with PDF or hard copy of print job to PB via email to PBPrintCenter@idoa.in.gov or by bringing to the Epic Center at N012.

3)  PB will forward the PDF or hard copy to ICPR for review.

4)  ICPR will review Print Job to make sure the State Seal is correct and appropriate, then return to PB within four (4) business days.  If not approved all information will be sent back to the agency for necessary changes and to be resubmitted to PB for review and pricing.

5)  PB will then obtain pricing once the PDF or hard copy has been approved by ICPR.

6)  Once PB obtains pricing, the agency will be sent approved requisition and pricing within 48 hours.
7)  The agency will then complete PO process based on the quote with PB as the vendor.

8)  The agency will then forward completed and signed PO to PB for completion of order. 
9)  PB will bill the agency based on the Fund/Object/Center information on the PO. 
10) PB will email the agency contact person status and order completion information when order has been completed for agency record of job completion.
11) If it is a state publication: PB will provide the Indiana State Archives with 1 copy and the Indiana State Library with 20 copies. 

Print Jobs not containing a State Form or the State Seal:
1)  The agency will create Requisition in PeopleSoft for order.

2)  The agency will send fully approved Requisition with PDF or hard copy to PB via email or by bringing to the Epic Center.

3)  PB will obtain pricing.

4)  Once PB obtains pricing the agency will be sent approved requisition and pricing within 48 hours.
5)  The agency will then complete PO process based on the quote with PB as the vendor.

6)  The agency will then forward completed and signed PO to PB for completion of order.

7)  PB will bill the agency based on the Fund/Object/Center information on the PO.

8)  PB will email the agency contact person status and order completion information when order has been completed for agency record of job completion.

9)  If it is a state publication: PB will provide the Indiana State Archives with 1 copy and the Indiana State Library with 20 copies.
Additional Information:

1)  Pitney Bowes vendor number is 0000052766, Tax ID 133587073.
2)  Use vendor location #3 for Requisition and PO creation.

3)  QPA #10254

4)  MBEs: 



First Quality Printing, BRN 0000006119, 7% usage


Pillow Express, BRN 0000002087, 2.5% usage



Fineline Printing, BRN 0000001929, 3% usage



Bucher & Christian, BRN 0000006310, 0.85% usage

5)  WBEs:



Faulkner Strategies, BRN 0000012253, 38% usage



Briljent, BRN 0000002628, 0.5% usage
