
See Procedure No. 7038 Regarding Copyright Restrictions and Procedure No. 5606 Regarding Printing Policies. 
 

.  

 

JOB CONTROL NO.

PRINTING REQUEST

Originator  _______________________   Identifying Title________________________________________________________________________________________

Telephone  _______________________ Quantity To Print _______________________ Enlarge To  ___________________ 2 Hole Punch 

Department  ______________________ 
No. of Originals  ________________________ Reduce To  ___________________  3 Hole Punch 

Location/Room No.  _______________ 

One side Two side    Paper Color/Size  ______________  
  

Budget No.  ______________________ 
Print     Head/Head  Head/Foot  NCR: 2 part 3 part

 Saddle Stitch

________________________________ 

Date Prepared  ____________________ 
Ink Color  _____________________________ 

4 part
 Fold  _____  Fold in half 

Date/Time Needed  ________________ 
    Tab Dividers     Collate Only     _____  letter fold    

       
         5 Position Tab Full Color    Collate/Staple   

    JOB COST 

                                                                                                                                                                                                
            

SPECIAL INSTRUCTIONS 

Envelope Processing 
Envelope type #10            Sealed               

other   _____                     Un-sealed                           

# of page inserts _____               

Pad   25   50 

100   _____

Coil Bind
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