School:                
Date Needed:*       




Phone Number:  
 DCSD Print Center Work Order for Jobs Requiring Black Ink

Description 
of Originals:      
      Number of Originals (Count Each Side to be Printed)

      Number of Copies Needed of Each Original

Print on:
 FORMCHECKBOX 
 One Side  


 FORMCHECKBOX 
 Both Sides


 FORMCHECKBOX 
  Material is not copyrighted

 FORMCHECKBOX 
  Material is copyrighted


Publisher permission-to-copy received?


   FORMCHECKBOX 
Yes


   FORMCHECKBOX 
No (If no, materials will not be copied.)

Sender’s                                                                    Date

Signature: ________________________________ Submitted:      
	(Select Only One in this Section)

 FORMCHECKBOX 
  Not Collated (Grouped)

        111/222/333

 FORMCHECKBOX 
  Collate Only

        123/123/123

 FORMCHECKBOX 
  Collate & Corner Staple

 FORMCHECKBOX 
  Collate & Two Side Staples

 FORMCHECKBOX 
  Collate & Saddlestitch 

       (15 sheet max.)

 FORMCHECKBOX 
  3-hole Punch

 FORMCHECKBOX 
  Cut  (

 FORMCHECKBOX 
  Halves


 FORMCHECKBOX 
  Thirds


 FORMCHECKBOX 
  Fourths

 FORMCHECKBOX 
       
 FORMCHECKBOX 
  Fold


 FORMCHECKBOX 
 Half Fold


 FORMCHECKBOX 
 Letter Fold 
 FORMCHECKBOX 
   Pad and Glue

      Number of Pads
 
      Number of Sheets Per Pad


 FORMCHECKBOX 
  Glue Long Side


 FORMCHECKBOX 
  Glue Short Side


Principal’s 
Signature: _____________________________________________________


	Regular Paper

8.5 x 11 inches
	Cardstock

8.5 x 11 inches
	 FORMCHECKBOX 
 Legal Size (8.5” x 14”):

 FORMCHECKBOX 
  White Regular


 FORMCHECKBOX 
  White Cardstock

 FORMCHECKBOX 
 Tabloid/Ledger (11” x 17”):

 FORMCHECKBOX 
  White Regular


 FORMCHECKBOX 
  White Cardstock

	 FORMCHECKBOX 
 White
	 FORMCHECKBOX 
 White
	

	 FORMCHECKBOX 
 Blue
	 FORMCHECKBOX 
  Blue
	 FORMCHECKBOX 
 Transparencies

      # of Originals


               needed of each original

(Please see Color Work Order for full-color transparencies.)

	 FORMCHECKBOX 
 Buff
	 FORMCHECKBOX 
  Buff
	

	 FORMCHECKBOX 
 Golden Rod
	 FORMCHECKBOX 
  Cherry
	

	 FORMCHECKBOX 
 Green
	 FORMCHECKBOX 
  Green
	

	 FORMCHECKBOX 
 Orchid
	 FORMCHECKBOX 
  Salmon
	

	 FORMCHECKBOX 
 Pink
	 FORMCHECKBOX 
  Yellow
	 FORMCHECKBOX 
 Carbonless

 FORMCHECKBOX 
  2 part


 FORMCHECKBOX 
  3 part


 FORMCHECKBOX 
  4 part


 FORMCHECKBOX 
  5 part

	 FORMCHECKBOX 
 Salmon
	  
	

	 FORMCHECKBOX 
 Yellow
	
	


For booklet orders mark inside choice and cover choice.  Write inside or 
cover next to each.
Sender must provide specialty paper.  Only sealed reams of solid-colored
20 lb. to 90 lb. stock can be accepted.

Go to the Print Center link on the HUB for complete information and

services offered at the DCSD Print Center.  

Please email Internet orders and questions to: forumprintcenter@dubuque.k12.ia.us


(revised 7/11)
Please send white and yellow copies to the Print Center. Sender keeps pink copy for questions and searches. 








Special Instructions and/or Print Center Comments below this line.







* To determine date needed please refer to the processing time information on the Processing Time link on the District website.














Paper/Transparency/Carbonless Options














Comb Binding or Lamination requires you to fill out the


Comb Binding or Lamination DCSD Print Center Charge


Work Order


and attach it to the full order.











Finishing
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