Shoreline School District Copy Center Guidelines

For PTA’s, Booster Clubs, Churches, etc

· You have a wide selection of paper options available. Your school should have samples.

· We request that you allow 5 – 7 work days turnaround time on your projects, such as newsletters, flyers, etc. We will do our best to have your projects done earlier if possible.

· We encourage you to send your projects electronically if possible. Please save them as a PDF file. This will help improve copy quality.

· Use white originals if possible. Colored originals do not reproduce well or not at all.

· Black ink is best. Colored ink, such as yellow, on hard copies does not reproduce well or not at all.

· Special Projects or questions, please call or e-mail Tae Lee Phone – 206.393.4231 or 4230

