
Envelope & Letterhead Order Form

1860 Lincoln Street Denver, CO 80203   •   Phone (720) 423-3411  | 2800 W. 7th Avenue (Hilltop Building) Denver, CO 80204   •   Phone (720) 423-4211
Both Locations: Fax (720) 423-3804   •   ricoh@dpsk12.org

Today’s Date & Time: _________________________________

Requested By: ______________________________________

Department / School: ________________________________

Due Date & Time (ASAP not accepted): _____________________

Telephone Number: __________________________________

Fax Number: ________________________________________

Account # (must have to start order): ______________________________________________________________________________

Return Project:  q  School Mail __________________       q  Pick up __________________       q  Courier __________________

Letterhead
Quantity:  q  500     q  1000     q  Other: _______

NOTE: Letterhead are printed in sets of 500

Initials

Name of School / Dept.:

Address:

City:

Name of School / Dept.:

Address:

City:

Additional Info (optional):
Please send a sample

DENVER PUBLIC SCHOOLS

______________________________________________________________________

______________________________________________________________________

_______________________________  State:  ____________  Zip:  ________________

______________________________________________________________________

______________________________________________________________________

_______________________________  State:  ____________  Zip:  ________________

______________________________________________________________________

q  #9	 (3 ⅞ x 8 ⅞; for return envelope)

q  #10	 (4 ⅛ x 9 ½; for letter sized documents)

q  #10 window	 (4 ⅛ x 9 ½; for letter sized documents)

q  #11	 (4 ½ x 10 ⅜; for legal sized documents)

q  #11 window	 (4 ½ x 10 ⅜; for legal sized documents)

q  #12	 (4 ¾ x 11; for SASI report cards)

q  #12 window	 (4 ¾ x 11; for SASI report cards)

Envelopes
Quantity:  q  500     q  1000     q  Other: _______

NOTE: Envelopes are printed in sets of 500

Department   •   Address   •   City, State Zip

School Name
Address
City, State Zip
Website

Office of the Superintendent
900 Grant St. 
Denver, CO  80203

www.dpsk12.org



SPECIAL INSTRUCTIONS

RUN SIDES STOCK SIZE FINISH SHEETS

FOR RICOH USE ONLY
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# OF CLICKS WASTED:   ___________________

_____________________________________
KEY-OPERATOR

_____________________________________
PROOFER OF THE FIRST COPY / SET
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FILE PATH(S):

O:/Orders/
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DESIGN / FILE MANIPULATION FEE(S):

DESCRIPTION $ CHARGE QTY

DESIGNER INITIALS
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