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The Document Source





THIS SECTION TO BE COMPLETED BY REQUISITIONING DEPARTMENT
PAYMENT METHOD:      FORMCHECKBOX 
 P. CARD
 FORMCHECKBOX 
BPA RELEASE
DELIVER TO:       
BILL TO:           




DEPARTMENT:      
DEPARTMENT:     



ADDRESS:
     
ADDRESS:        

       
                             


     

MAIL STOP:         
MAIL STOP:      
LOW ORG:         
	SPECIAL DELIVERY INSTRUCTIONS:      


ORDERING DEPARTMENT AND PROGRAM
REQUESTOR:       

 FORMCHECKBOX 
PROOF  


  



REQUIRED?               
     
     
 FORMCHECKBOX 

PROOF TO:           


FORM No (IF APPLICABLE):       

MAIL STOP:          

JOB DESCRIPTION:        

PHONE:                 

 FORMCHECKBOX 
  MUTLIPLE FORMS? (ATTACH FORM 01-06)    FORMCHECKBOX 
 QUOTE #     
E-MAIL:                 


INK COLOR

REPRODUCTION

FINISHING
 FORMCHECKBOX 
BLACK 
 FORMCHECKBOX 

FULL COLOR  
# OF ORIGINALS       
 FORMCHECKBOX 
    COLLATE      

 FORMCHECKBOX 
BLACK + SPOT COLOR (PMS:          )
QUANTITY REQUIRED:       
 FORMCHECKBOX 
    PAD      

 FORMCHECKBOX 
OTHER
 FORMTEXT 

     



FINISHED SIZE:      
 FORMCHECKBOX 

STAPLE      



 FORMCHECKBOX 

1 SIDED        

 FORMCHECKBOX 
    FOLD      







 FORMCHECKBOX 
 BI-FOLD
 FORMCHECKBOX 
 TRI-FOLD

PAPER SPECIFICATIONS

 FORMCHECKBOX 

2 SIDED        


 FORMCHECKBOX 
 Z-FOLD
 FORMCHECKBOX 
 OTHER






     
 FORMCHECKBOX 


 FORMCHECKBOX 





 FORMCHECKBOX 
   HEAD/HEAD

  

 FORMCHECKBOX 
    PERFORATE      
 FORMCHECKBOX 


 FORMCHECKBOX 





 FORMCHECKBOX 
   HEAD/FOOT

  

 FORMCHECKBOX 
    NUMBER      
 FORMCHECKBOX 


 FORMCHECKBOX 




SPECIAL INSTRUCTIONS
 FORMCHECKBOX 
    SHRINK WRAP      
     
 FORMCHECKBOX 


 FORMCHECKBOX 



    BIN                     DIN    FORMCHECKBOX 
C                                                   , ETC. 



 FORMCHECKBOX 
    BINDING      
 FORMCHECKBOX 


     



 (COMB FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
, TAPE, SPIRAL, ETC.)



                                                                                                   J        FORMCHECKBOX 

                       



 FORMCHECKBOX 
    DRILL (2,3,5,7 HOLE)      





 FORMCHECKBOX 


                 J        FORMCHECKBOX 
                                                  



 FORMCHECKBOX 
    BOOKLET       






         (FINISHED SIZE)


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 







ENVELOPE ORDERS


                                     


 







  FORMCHECKBOX 
 # 9       FORMCHECKBOX 
 BUSINESS REPLY
 FORMCHECKBOX 
 #10      FORMCHECKBOX 
 WINDOW
  FORMCHECKBOX 
 OTHER:      



JOB No.      






RECEIVED BY

SIGNATURE


DUE DATE:      



DATE RECEIVED 
TIME RECEIVED
APPROVED BY












BINDING (COMB, TAPE, ETC)  





DRILL (2, 3, 5, 7 HOLE)


BOOKLET (FINISHED SIZE) 











			




















20# BOND	CARD STOCK


60# OFFSET	80# MATTE BOOK


65# GLOSS COVER	80# GLOSS BOOK


80# GLOSS COVER	100# GLOSS COVER


OTHER:


PAPER COLOR:


MULTI-PART FORMS (NCR)


     NO. OF PARTS:      2       3       4        5
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JOB INSTRUCTIONS (PLEASE INCLUDE A SAMPLE OF THE DOCUMENT IF AVAILABLE)





























































































































CONTACT AND ORDER INFORMATION



















































































(PLEASE ATTACH SAMPLE)





DATE			DATE		   24 HR REQ’T?


SENT			DUE		   (B+W COPY)





 ENVELOPES
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