Print Quote Request Instructions

Requestors may complete a fillable PDF to generate a request for print jobs above and beyond
the department machine’s capability with the following steps:

1. Complete the PDF labeled “Print Quote Request” located on MCLA Portal page under
A&F forms and email it to customerservice@becksprinting.com for a quote to be
generated within 24 hours.

2. Generated quote will be emailed to the requestor indicated on the form.

3. Requestor can complete a PO to be charged to their department.

4. Completed items will be sent to the Mail Room for delivery to the requestor/department.

Please plan ahead to allow enough time for your outsourced job(s) to be completed and returned
on time.

Questions about copy job requisitions can be sent to william.norcross@mcla.edu.
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