
Is My Job a Rush? 

Are you starting a NEW project? 
(Needs design, layout 
or is NOT print-ready?) 

YES 

YES 

RUSH JOB 

STANDARD JOB 
Your file enters the normal 
printing queue and is NOT 

considered a rush job. 

NO 

NO. 
I am submitting a PRINT-READY file 

Does your deadline for completion meet one or more of the following criteria? 

Even if your deadline 
is short, a TRULY 
PRINT-READY file is 
NOT considered a 
rush job as long as 
production capacity 
can accommodate it. 

Is your file TRULY 
print-ready? 

(correct size, bleeds, hi-res, no edits) 

NO YES 

Production Workflow 
Rush jobs often require pulling designers o˜ current work, 
rearranging already-scheduled designs, proofing and 
printing tasks. 

Complexity 
Rush jobs that are considered complex such as larger 
pieces, multi-page layouts, specialty sizes, multi-step 
finishing, or vendor coordination can extend the timeline, 
especially under tight deadlines. 

Seasonal Volume 
High-volume periods may impact the likelihood of a 
project being considered for rush accommodations. 

Proofing Time 
All projects require at least one proof; Faster timelines 
reduce the window for edits, approvals, and revisions. 

CONSIDERATIONS WHEN SUBMITTING A RUSH REQUEST 

1. Needed in 1-3 business days? 

2. Same-day or next-day? 

3. Your event snuck up faster than expected, and you’re submitting your 
request close to the event while still needing the project done in time. 

A print-ready file + short deadline is still NOT a rush 
(unless production capacity is maxed out) 

A new/non-print-ready project + short deadline IS a rush 

A print-ready file that still needs file prep becomes a rush 

Standard jobs follow their normal queues 


