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PRINTING
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q  BLUE	 q  GRAY	 q  ORCHID	       __________________

WHITE & PASTELS

q  CELESTIAL BLUE	 q  SUNBURST YELLOW	

q  ROCKET RED		  q  MARTIAN GREEN

q  FIREBALL FUSCHIA	 q  COSMIC ORANGE	 q  OTHER ____________

ASTROBRIGHTS
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q  SCRIM VINYL

q  OTHER _________________

OVERSIZED PAPER

OVERSIZED FINISHING     q  GROMMETS        q  OTHER ___________________

q  18” x 24”

q  24” x 36”

q  36” x 48”

q  OTHER _________________

OVERSIZED PAGE SIZE

ADDITIONAL FINISHING

OTHER FINISHING  __________________________________________________________________

PAGE SIZE

8.5x11

8.5x14

11x17 OTHER SIZE

PAPER TYPE
q  PLAIN

q  CARDSTOCK

q  LASER    _______  LBS.

q  5-BANK TABS

q  OTHER
      ________________

q  LABELS

   q  1-UP

   q  10-UP

   q  30-UP

   q  OTHER
         __________

PUNCHING / DRILLING

3-hole2-hole custom

scoring

perforation

CUTTING / SCORING / PERFORATING

half quarters

YIELD QTY:

custom

thirds

_____  x  _____

FINAL CUT SIZE

tabs (SEE BACK)

  3-RING     BINDER

    slipsheets
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BINDING

coil comb

COVERS
	q CLEAR
	q BLACK
	q CARDSTOCK
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		  	q BLANK / q PRINTED

	 	q BACK ____________
		  	q BLANK / q PRINTED

BIND EDGE
	q LEFT
	q TOP
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COLOR

single
sided uncollatedcollateddouble

sided

1:2
2:2
AS:IS booklet multi-up

COPY    
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COPY REQUEST FORM Initials

DATE / TIME IN:     ___________________________________________________

DUE DATE / TIME:     __________________________________________________

NAME:     ___________________________________________________________

DEPT. / SCHOOL:     ___________________________________________________

JOB NAME/REFERENCE:

PHONE:     __________________________________________________________

FAX:     _____________________________________________________________

DELIVER TO:     ______________________________________________________

DELIVERY METHOD:     q  PICK-UP         q  COURIER         q  INTER-OFFICE MAIL

JOBS WILL NOT BE PROCESSED WITHOUT THIS PORTION OF THE FORM COMPLETED

JOB SPECIFICATIONS   PLEASE CIRCLE YOUR CHOICE   (WHERE APPLICABLE)

q  RUSH
Additional Project  Folder

      /

    11/2011

FILE PATH:  O:/Orders/ ____________________________________________________________________________________________________________________

FILE NAME(S):   _____________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________

TOTAL # FILES INCLUDED:

PROOF DUE:   ______________________

q  APPROVED  (FORM ATTACHED)

q  DECLINED    _______________________________
			   SIGNATURE

original countORIGINAL TYPE:	 q  HARD COPIES

	 q  DIGITAL FILES

FILE TYPE:

WORD EXCEL POWERPOINT PDF OTHER

ACCOUNT #:
*ACCOUNT INFORMATION MUST BE INCLUDED OR JOBS WILL NOT BE PROCESSED

2-PART 3-PART

CARBONLESS NCR

OTHER

STARTING AT #

POSITION

mark 
position 
here 

NUMBERING

LAMINATION

q TRIM

SHRINK WRAPPING

q IN SETS OF _____

# sheets 
per pad

total # pads

PADDING PAD EDGE
	q TOP
	q LEFT

q BOOK
q CALENDAR

SPINE SIZE  ______________



TAB TEXT

1   ______________________________________
2   ______________________________________
3   ______________________________________
4   ______________________________________
5   ______________________________________

6   ______________________________________
7   ______________________________________
8   ______________________________________
9   ______________________________________
10   ______________________________________

11   ______________________________________
12   ______________________________________
13   ______________________________________
14   ______________________________________
15   ______________________________________

q  Upper and Lowercase
q  ALL CAPS

q  PREFIX
	 q  ALPHABET (i.e., A, B, C)
	 q  ROMAN NUMERALS (i.e., I, II or i, ii)
	 q  NUMBERS (i.e., 1, 2, 3)

SPECIAL INSTRUCTIONS

RUN SIDES STOCK SIZE FINISH SHEETS
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_____________________________________
KEY-OPERATOR

_____________________________________
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D
E

S
I

G
N

FILE PATH(S):

O:/Orders/

F QTY

NOTES
DESIGN / FILE MANIPULATION FEE(S):

DESCRIPTION $ CHARGE QTY

DESIGNER INITIALS

q  DISTRIBUTION
	 q  YES	 q  SPREADSHEET / LIST ATTACHED
	 q  NO
q  TABBING
q  COLLATING
q  STUFFING / INSERTING

MAIL 
CODE

_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________

MACHINE 
USED

START

END

MACHINE 
USED

START

END

MACHINE 
USED

START

END
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