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Print CommuniCation CheCklist

  run spell check

  use official UA logo on the 
front 
See http://medicine.arizona.edu/ID/  
or redbar.web.arizona.edu

 include copyright statement* 

  include affirmative action  
statement*

  include disability-related  
accommodation statement*

*See AHSC Style Guide 
http://medicine.arizona.edu/id
/guides/AHSCstyleguide.pdf

  IF paper containing recycled 
content has been used, has the 

recycled symbol and a 
recycled statement been 

included?

  include photo or illustration 
credit

for mailed periodical  
publications

  use ID statement, per USPS  
 guidelines

See http://pe.usps.com/text/
dmm300/707.htm#wp1209826 
Guidelines in section 4.12

MAILING 

  UA mail permit no. 190  
(optional) 

 For details on the use of nonprofit 
vs. presort standard see  
www.ahsc.arizona.edu/uapsc/
bulkmail.html#indicia

 If using permit:  
  Is “The University of 

Arizona” the first line of the 
return address? (required)

  Has USPS reviewed/
approved mail piece before 
going to print? 
ContaCt: Mary Carr 
marylene.carr@usps.gov 
(520) 388-5197

  Has mail piece been designed 
to reduce postage, keeping in 
mind tabbing requirements? 
(i.e., to meet the letter size 
specifications** of USPS)

**See http://pe.usps.com/  
text/dmm100/what.htm

pre-prINted repLy 
eNveLopes / postCArds

  Has courtesy reply 
artwork*** (FIM & 
Barcodes) been used? 
(required)

  Address typeset in ALL 
CAPS, 10 or 12 pt Sans Serif 
preferred  
(no script, bold, condensed, or 
italic)

 If using a mix of upper and lower 
case, 12 point font required.

  Use campus PO Box and  
ZIP+4

  No punctuation  
except for hyphen  
in ZIP+4

  Address set  
Flush Left

Checklist provided courtesy of UA College of Medicine Information Technology Services: Graphics

NONPROFIT ORG

US POSTAGE PAID

TUCSON AZ

PERMIT NO. 190
PRSRT STD

US POSTAGE PAID
TUCSON AZ

PERMIT NO. 190

Rev. 10/2008

  Use of ancillary service 
endorsements such as

 ADDRESS SERVICE REQUESTED 
RETURN SERVICE REQUESTED 
CHANGE SERVICE REQUESTED 
FORWARDING SERVICE REQUESTED 
See http://pe.usps.com/cpim/ftp/
manuals/dmm300/507.pdf

Thank you for your support of our missionto promote health and improve the prevention, diagnosis and treatment of disease for the people of Arizona and beyond, through education, research and patient care.

Your Return Address

Place 
First-Class

Stamp Here

courtesy  
reply  

FIM

postNet Barcode

bUsINess repLy  
eNveLopes / postCArds

  Has business reply artwork*** 
been used as provided by 
USPS?

  PO Box address only. No street 
address permitted.

  Preliminary approval by USPS?

  Upon completion, a QBRM 
Form 6805 (download from 
www.usps.com) commust be 
completed and submitted to 
USPS station on Cherrybell 
with 10 samples. Approval 
Form should be forwarded to 
UA Postal Services,  
attn: Roy Lopez

***Send artwork requests to  
Alicia Garaygordobil, Tucson  
[alicia.garaygordobil@usps.gov] or  
Mary Valdez, Phoenix  
[mary.a.valdez@usps.gov]

http://pe.usps.com/cpim/ftp/manuals/dmm300/507.pdf
www.ahsc.arizona.edu/uapsc/bulkmail.html#indicia
http://pe.usps.com/text/dmm100/what.htm
http://pe.usps.com/text/dmm300/707.htm#wp1209826
http://medicine.arizona.edu/id/guides/AHSCstyleguide.pdf
http://medicine.arizona.edu/ID/
redbar.web.arizona.edu
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