PRODUCTION REQUEST
District Production Services
SUBMIT/EMAIL FORM WITH ORDER

	Person Requesting:    
	Date Desired:      

	Dept./School:     
	4-Digit Copy Code:        

	Account # Charged:
	


PRINTING DIRECTIONS:  PLEASE COMPLETE/CHECK ALL OPTIONS DESIRED
Job #1





                  Job #2
	TITLE: 
# ORIGINALS:  
# COPIES:  
Paper Color
Text                  
Coverstock       
Uncollated        
Collated Set      
One Sided         
Back to Back    
3 Hole               
Staple               
Spiral Bind       
Pad                   
Cut: 
Fold: 
Notes:  

	TITLE: 
# ORIGINALS:  
# COPIES:  
Paper Color
Text                  
Coverstock       
Uncollated        
Collated Set      
One Sided         
Back to Back    
3 Hole               
Staple               
Spiral Bind       
Pad                   
Cut: 
Fold: 
Notes:  



PRODUCTION CHARGES
	Printing                                                                                                                                  Cost
  PAPER @  
  PAPER @  
  PAPER @  
  IMPRESSIONS @  
  IMPRESSIONS – COLOR @  
 LAMINATION    FEET @ 
 BUTTONS/BADGES @  (Badge-A-Matic Available for check out)
 Spiral Binders @ 
 Labor
 Extra Staples @ 
                                                                                                                     TOTAL
Please RETURN all unused COLORED, and One-Sided WHITE PAGES.
We will recycle them as slip sheets or scratch pads.
DATE RECEIVED:                                                     DATE COMPLETED: 
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