
( Required on orders over $60. Please call ext.2299 for a quote.)

Job Name:

Acct #

Date Completed:

Delivery Location:

Total Charges:

$

Paper

8.5 x 1120#             

90# index  

20# 

20# 

Paper Provided

Name:

Signature

Date: Due Date: Work Order #

Authorized Budget Signature:

Copies Wanted: Number of Pages: Total Copies:

Cut Fold

Booklet

Padding

One Sided Two Sided

All B&W

NCR 
(carbonless)

2 part

3 part

2nd Color / B&W 2nd Color           

Qty Up per Sheet:

Total Cut Qty:

Total Hours Labor:

Total Job Time:

Operator Initials:

(Internal use only.)

4 part

5 part

Bldg Room #

Hold For Pick-Up BIC 0515

(Internal use only.)

(Internal use only.)

Drilling

Insert / Stuffing

Waste:

Collate Staple

250 sets per ream

167 sets per ream

125 sets per ream

100 sets per ream

Phone:

Tabs    Qty Sets (5 tabs per set)

Spiral Bind

Clear Front Cover

Clear Front & Back

Black Vinyl Back Cover

Please send all files to
copyservices@cod.edu
For questions or quotes, please call ext. 2299

College of DuPage
Print Services

Special Instructions:

8.5 x 11

8.5 x 14

11 x 17

8.5 x 1124#  Astrobright            

Campus Services observes copyright 
law in processing your requests.
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