







Sender’s Name (print) 
School: 
DCSD Color Printing and Large Format Printing Print Center Work Order

Description

of Originals: 
Charge to (indicate budget code or name and address of person to be billed): 
      Number of Originals



*Sender’s Signature ______________________________

      Number of Copies Needed


*Principal’s Signature ____________________________

 






*The sender and principal know that the school will be billed for this job.

 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.)

	 FORMCHECKBOX 
 Color Laser Printer
	
	 FORMCHECKBOX 
 Large Format Printer

(Color and Black & White Printing) (120” length limit)

	(Please Note:  All color jobs will be printed on white paper stock unless otherwise specified under Special Instructions.)
Print on:
 FORMCHECKBOX 
 One Side


 FORMCHECKBOX 
 Both Sides

Job Size & Pricing:

  
 FORMCHECKBOX 

8.5” x 11” (letter) …………….$.30 each side


 FORMCHECKBOX 
  8.5” x 14” (legal)……………..$.50 each side


 FORMCHECKBOX 

11” x 17” (tabloid/ledger)…….$.60 each side

Finishing:   
 FORMCHECKBOX 
 Not Collated (Grouped) 111/222/333

(mark one)
 FORMCHECKBOX 
 Collate Only 123/123/123


 FORMCHECKBOX 
 Collate & Corner Staple


 FORMCHECKBOX 
 Collate & Two Side Staples

 FORMCHECKBOX 
  Color Transparencies @ $1.25 each

 FORMCHECKBOX 
  Laminate
	
	Format of Original Artwork:

 FORMCHECKBOX 
  Art on Paper (attach to this form)


 FORMCHECKBOX 
  Sent to forumprintcenter@dubuque.k12.ia.us

 FORMCHECKBOX 
  Electronic file (Software):


File Name: 


File Location: 
 FORMCHECKBOX 
  Coated Paper (42” wide limit) = $4.00 per linear ft.

Size of Poster or Banner  
 FORMCHECKBOX 
  TyVek (durable)(36” wide limit) = $6.50 per linear ft.


Size of Poster or Banner  
 FORMCHECKBOX 
  PWIM
Standard Size         20.5”      x      

             Other
                  x      
 FORMCHECKBOX 
  Laminate


	Please send white and yellow copies to the Print Center.

Sender keeps pink copy for questions and searches.

Special Instructions:
     
	
	For Office Use Only

Laser Color Prints 


8.5” x 11”           _______imps. x $  .30 = ________
   8.5” x 14”           _______imps. x $  .50 = ________

   11” x 17”            _______imps. x $  .60 = ________

   Transparencies _______imps. x $1.25 = ________

Large Format Prints   


Coated Paper _______linear ft. x $4.00 = ________


TyVek             _______linear ft. x $6.50 = ________

Lamination 


Linear Ft. (thermal-hot)
_______ x $  .30 = ________

Linear Ft. (pressure)    
_______ x $1.30 = ________

Total Cost = $________











Please email questions about work orders to:


   forumprintcenter@dubuque.k12.ia.us








Revised 07/11
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