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Process for Submitting Communication Products for

Development, Design and Print

General Information:
· The Development, Design & Print form will accompany all design/print requests. Items developed for patient use must be submitted with a Patient Education Materials Request form. (Network Memorandum 10N2-159-02) prior to the start of production.

· Finished products will be shipped to each medical center (per customer instructions).  

· The Network Design and Print Shop will forward finished brochures, posters and flyers to VISN 2 Web Team. 

Network-wide communications products:
· Care/Service Lines developing a communications product for Network wide distribution will work with Network Communications to develop a professional looking product that is written and tailored for the targeted audience and contains standard signature look elements including print date, Telcare number, web address, appropriate photos/graphics and is checked for correct level of readability.  Contact Network Communications via MS Exchange at: VHACAN Network Public Affairs & Outreach Office
· The Network Design & Print Shop will design Network communications products with the Signature Look.  The signature look is for the exclusive use of authorized network communication products only.

· Funding for all approved Network communication products will come from the Network Design & Print Shop budget.
Medical Center communications products:
· The Signature Look will not be used to design communications products developed only for local medical center distribution. Network Design & Print Shop can design your product or it can be provided “ready for print”. Contact Print Shop for further details/specifications.
· Care/Service Lines requesting design and printing for their individual medical center or program must have the approval of their Care/Service Line Manager to ensure monies are appropriated accordingly.  A purchase order number will need to be provided for billing purposes.  Network Communications is available for consultation and guidance.

 


Submit to Network Print Shop at Bath


Date submitted	


Text must be submitted in a Word document and available on MS Exchange.


The Network Design & Print Shop will design the product and e-mail a proof to the originator and Care/Service Line Managers for approval prior to printing.


When final approval is given the communications piece will be printed.





After review of proof, final approval by:


Contact Person	


 Network Care/Service Line Mgr.	




















Approval/Funding


Name of communication product:


	


Contact person:	


Approving Care/Service Line Manager:


	


Quantity:	





Funded by/Bill to:


	Network Print Shop budget (approved products only) 	 (


	Facility/PO #	 (


	Billing is done through Fiscal Services.  PO#  must be supplied.





Identify primary target audience:


	Employees	(	Veterans (benefits information)	(


	Other Stakeholders (VAVS, VSO, Gov’t Officials)	(


	Medical (patients/medical information)	(    





Type of product being developed:


	Flyer	( 	Booklet	(


	Poster	(


	Brochure (Is it a self-mailer?  ( Yes   ( No)	(











Network Design & Print Shop Contact Information


Print Management Specialists:	Kathleen Laughlin


	Richard Carpenter


Mailing Address:	Bath VA Medical Center


	76 Veterans Ave.


	SL/137/78/112


	Bath, NY 14810


Telephone:	(607) 664-4851 or 664-4852


Fax:	(607) 664-4893


E-Mail:	visn2printshop@med.va.gov
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