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2008-2009 
Print Center Work Order Form                             



Date Submitted: 



                           Date Latest Delivery: 







                   (Order will arrive at your school mail delivery time)
Name of Requestor:






 Phone/Extension #: 
Name of Job: 
Number of Copies or Sets Requested: 


     Number of Pages in Originals:

Department/School: 

Organizational Approval: 

Budget Code Number:

PLEASE, REMOVE ALL STAPLES! Paper Clip the order form to your originals. Thank you! 
Please Circle All That Apply 






Paper Color & Type
       Paper Size 
    Finished  Copies



































              













Staple-Left Corner
       Staple-2 sides


Half          Cut             Quarter            

Will Pick Up

           (Please circle delivery request) 

               School Mail










             Revised 6/19/2008






NCR Forms


NCR 2-Part 


NCR 3-Part 


NCR 4-Part 

















Paper Supplied


____ Yes   ____ No


 Number of reams___





White 


Pink 


Yellow


Blue


Green


Ivory


Goldenrod


Orchid














Cardstock


White, Yellow, Blue


Goldenrod

















              1 → 1 sided


              


              2 → 2 sided














8 ½ x 11


8 ½ x 14


11 x 17





Bindery


Booklet 	3-Hole Punch


     


C (tri-fold)    Z (tri-fold)   ½ bi-fold

















Print/Mail Services Center


Career and Technical Education Center – Room D112


9889 Wade Blvd.


Frisco, Texas 75035


Office # 469-633-6795


Hours 8:00am-4:30pm





PRINT CENTER USE ONLY


  


Total cost: ____________________________


Date Received: ________________________


Date Completed: _______________________





( Pricing (


1 sided -Black and White copies: .01 cents


2 sided – Black and White copies: .015 cents


1 sided-Pastel paper: .02 cents


2 sided-Pastel paper: .025 cents


1 sided-Full color copies: .16 cents


2 sided-Full color copies: .32 cents








Tape Binding


Black


White


Additional Colors 


Available by Request


(.50 per book)





Uncollated







































































B/W Copy              Color Copy





SPECIAL INSTRUCTIONS:























Collated





   1 sided	 2 sided























White: Print Center				Yellow: Requestor				Pink: Office copy

















