School      
Date Needed      
Comb Binding or Lamination
DCSD Print Center Charge Work Order


 FORMCHECKBOX 
Comb Binding

  Description

  of Job  
           Total Number of Books (black comb)

 FORMCHECKBOX 
Long Side

 FORMCHECKBOX 
Short Side

 
 FORMCHECKBOX 
Lamination

       Number of Pieces to Project

 Description of Project: 


 Please follow the laminating guidelines below.

· Fill out order completely.

· Label all project pieces with your name.

· Pieces must measure at least 3 inches in one direction.

· Mail project securely in an envelope or plastic bag.

· Your project needs to be less than 40” wide.  If larger, cut it to correct size before sending.

· Make sure project does not have staples, clasps, or any         

       other hard object attached to it.  They damage the rollers.

· Thick projects do not seal.  This includes projects with layers, areas of glue that have dried in hard lumps, glitter projects, etc.  These projects damage the rollers.

· Waxy crayons melt and bleed from the heat of the laminator.  White crayon disappears.

· Any laminated projects that need to be finished with comb bindings need to be trimmed-up-to-the-edge by the sender.
· Pull apart any perforated projects before sending them.
· Print Center staff is not responsible for lost or damaged project pieces.
Sender’s Name: 
Charge to: 
(Indicate budget code or name and address of person to be billed.)

Principal’s Signature ____________________           

FOR OFFICE USE ONLY

  3/8” & 1/2” Combs      
      $0.05 x _______ = $ ________

  5/8” & Larger Combs
      $0.10 x _______ = $ ________

  _____Linear Ft. (thermal)   _______ x $  .30 = $________

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

  Minimum charge of one linear foot.

Send white and yellow copies to the Print Center.    

Sender keeps pink copy for questions and searches.

(revised 07/11)

