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	Order Date:      
	Due Date:      
	Due Time:      
	  For Office Use Only:
 Order No: 

	Use recycled materials when available:  FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO      
	

	GENERAL INFORMATION

	Contact Name:      
	Dept:      

	Project #:      
	Project Name:      
	Activity/Phase#:         /     

	Reimbursable?:  FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO      Taxable?:  FORMCHECKBOX 
 YES     FORMCHECKBOX 
 NO      Bill-To Customer #:      

	SHIPPING INFORMATION

	Company Name:      
	Contact Name:      

	Address:       

	City:      
	State:     
	Zip:      
	Ph #: 

	 FORMCHECKBOX 
 Federal Express      FORMCHECKBOX 
 UPS      FORMCHECKBOX 
 Lonestar      FORMCHECKBOX 
 DHL FORMCHECKBOX 
 Local Delivery      FORMCHECKBOX 
 Will Call      FORMCHECKBOX 
 Remote Print

	SMALL FORMAT COPYING AND DIGITAL OUTPUT

	 FORMCHECKBOX 
 B&W     FORMCHECKBOX 
 Color
	 FORMCHECKBOX 
 Digital     FORMCHECKBOX 
 Hardcopy
	 FORMCHECKBOX 
 1-sided     FORMCHECKBOX 
 2-sided     FORMCHECKBOX 
 Same as originals
	Print Size: 

	No. of Copies
	No. of Pages in Doc.
	Stock Required
	Digital Output File Name

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	BINDERY / FINISHING

	 FORMCHECKBOX 
 ACCO     FORMCHECKBOX 
 GBC     FORMCHECKBOX 
 Plastic Coil     FORMCHECKBOX 
 Wire-O     FORMCHECKBOX 
 Screw Post     FORMCHECKBOX 
 Hidden Screw Post    FORMCHECKBOX 
 Staple     FORMCHECKBOX 
 Paper Clip     FORMCHECKBOX 
 Shrink-wrap

	 FORMCHECKBOX 
 Rubber Band     FORMCHECKBOX 
 2-Hole Punch     FORMCHECKBOX 
 3-Hole Punch     FORMCHECKBOX 
 Letter Fold    FORMCHECKBOX 
 Half Fold     FORMCHECKBOX 
 Z Fold     FORMCHECKBOX 
 Other:      

	GBC, Wire-O, Coil Color:      

	TABS

	No. of banks:      
	 FORMCHECKBOX 
 1-sided     FORMCHECKBOX 
 2-sided     FORMCHECKBOX 
 Same as originals
	 FORMCHECKBOX 
 Read In     FORMCHECKBOX 
 Read Out 
	Font Style: 

	 FORMCHECKBOX 
 Cut Tabs     FORMCHECKBOX 
 Mylar Reinforced     FORMCHECKBOX 
 Laminate Tabs (Color): 

	Indicate file name or text for tabs:      

	LARGE FORMAT COPYING AND DIGITAL OUTPUT

	 FORMCHECKBOX 
 B&W    FORMCHECKBOX 
 Color
	 FORMCHECKBOX 
 Digital    FORMCHECKBOX 
 Hardcopy
	 FORMCHECKBOX 
 Bond     FORMCHECKBOX 
 Velum     FORMCHECKBOX 
 Mylar
	Binding:  FORMCHECKBOX 
 Staple     FORMCHECKBOX 
 Strip    FORMCHECKBOX 
 Screw Post     FORMCHECKBOX 
 See Mount/Lam.

	No. of Copies
	No. of Originals
	Size of Originals
	Print Size

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	DRY MOUNTING

	Stock:  FORMCHECKBOX 
 1/8” Ecoboard    FORMCHECKBOX 
 1/4” Ecoboard    FORMCHECKBOX 
 3/16” Foam Core     FORMCHECKBOX 
 1/2” Foam Core     FORMCHECKBOX 
 3/16” Gator Board      FORMCHECKBOX 
 1/2” Gator Board

	Stock:  FORMCHECKBOX 
 3/16” Sintra     FORMCHECKBOX 
 Illust. Board     FORMCHECKBOX 
 1/2” White Foam Core     FORMCHECKBOX 
 3/16” Gator Board     FORMCHECKBOX 
 Other:      

	Color:  FORMCHECKBOX 
 White     FORMCHECKBOX 
 Black     FORMCHECKBOX 
 Other: 

	LAMINATION

	 FORMCHECKBOX 
 3 ML    FORMCHECKBOX 
 5 ML    FORMCHECKBOX 
 10 ML
	 FORMCHECKBOX 
 Clear    FORMCHECKBOX 
 Matte    FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
 1-sided Lamination    FORMCHECKBOX 
 2-sided lamination


	NOTES

	     


�





Work Order Form





To fill in this form digitally, click or tab to the gray boxes.  The text boxes will expand as you type.








