[image: image2.emf][image: image3.emf]DOCUMENT PRODUCTION SERVICE ORDER FORM
	7585 Convoy Court

San Diego, CA 92111

Mail Stop O-66
	Phone: (858) 650-0818

Fax: (858) 650-0830

print@xeroxprintcenter.com



	Requestor Information                            **Required Information**

	Name

     
	Department

     
	Email

     
	Phone

     
	Mailstop

     
	Low Org

     


	Billing Information                                  **Required Information**

	Name     FORMCHECKBOX 
 same as requestor
     
	Department

     
	Email

     
	Phone

     
	Mailstop

     
	Low Org

     


	Delivery Information                               **Required Information**

	Name

     
	Address

     
	Email

     
	Phone

     

	Special Delivery Instructions

     


	Job Information

	Due Date (Actual Date Required)
     
	Job Description

     
	Form # (if applicable)   FORMCHECKBOX 
 Multiple form order attached
        
	Quote (if applicable)
     

	Proof Required

 FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No
	Proof to

     
	Address

     
	Phone

     


	Job Details

	Number of Originals
	Quantity Needed
	Print Format
	Envelopes (please include sample with order)

	     
	     
	 FORMCHECKBOX 
  One Sided
 FORMCHECKBOX 
  Two Sided   

 FORMCHECKBOX 
 Head to Head    FORMCHECKBOX 
  Head to Foot
	 FORMCHECKBOX 
 #10 Envelope      FORMCHECKBOX 
 with window

 FORMCHECKBOX 
 #9 Envelope        FORMCHECKBOX 
 with window

 FORMCHECKBOX 
 Other      
Flap Location

 FORMCHECKBOX 
 Landscape    FORMCHECKBOX 
 Portrait

	Ink Color
	Document Size
	

	 FORMCHECKBOX 
  Black and White       

 FORMCHECKBOX 
  Color

 FORMCHECKBOX 
  Other:       
	Original Size:      

	

	Paper Specifications
	Finishing
	Finishing

	 FORMCHECKBOX 
  20# Bond

 FORMCHECKBOX 
  Recycled Paper

 FORMCHECKBOX 
  Card Stock

 FORMCHECKBOX 
  60# Offset

 FORMCHECKBOX 
  80# Matte Book

 FORMCHECKBOX 
  80# Gloss Book

 FORMCHECKBOX 
  80# Gloss Cover

 FORMCHECKBOX 
  100# Gloss Cover

 FORMCHECKBOX 
  Other        
Paper Color:      
Multi-part Form (NCR)

 FORMCHECKBOX 
  2 Part

 FORMCHECKBOX 
  3 Part

 FORMCHECKBOX 
  4 Part

 FORMCHECKBOX 
  Other       
	 FORMCHECKBOX 
  Pad          COLLATED  SORT:  FORMCHECKBOX 
yes   FORMCHECKBOX 
no      
 FORMCHECKBOX 
  Staple                  FORMCHECKBOX 
  Saddle Stitch
 FORMCHECKBOX 
  Numbering      
 FORMCHECKBOX 
  Shrink Wrap      
 FORMCHECKBOX 
 Half fold   FORMCHECKBOX 
 Tri fold   FORMCHECKBOX 
 Z-fold   FORMCHECKBOX 
Double Fold
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 FORMCHECKBOX 
Other      
	 FORMCHECKBOX 
  Drilled    FORMCHECKBOX 
 2 hole   FORMCHECKBOX 
 3 hole   FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
  Cut - Finished Size      
                 FORMCHECKBOX 
 Full Edge Bleed
 FORMCHECKBOX 
  Laminated

 FORMCHECKBOX 
  Binding     FORMCHECKBOX 
 Comb   FORMCHECKBOX 
 Tape   FORMCHECKBOX 
 Coil

 FORMCHECKBOX 
  Perforated

	
	
	Special Instructions


	Print Center Use Only



Date Submitted



__________________________________
____________________________________






Received By (print name)


Date






Job Number



__________________________________





Signature


















