Date Posted _/ _ / PRI NT REQU EST Billed to Quarter of year 20___ -

PRINT SHOP POLICY FOR PRINT SHOP USE ONLY ¥
1. Send this compiete & signed Print Reguest directly to the Print Shop. Month Rec. Job #
2. Al Printing Requests for copyrighted material must have copy of release attached.
3. Please allow two weeks for delivery of printing to scheol site.
For rush jobs, please CALL Shop for special arrangements.
4. All materials submitted for printing must be in compliance with Schocl Board Policy.
5. The Printing Staff does not proofread for errors or policy compliance.
8. Copy received should be camera-ready. Changes by the Print Shop will cause delays.
7. Computer-printed or typewritten materials must be BOLD and DARK enough for clear copies.
8. Printing Requests should be submitted in ink.
9. Be sure information is correct , if a job is reprinted because of an error on your part, you will be charged for both jobs.
10. White copies which are to be 3-hole punched will not bradded. Copies will be separated by recycled colored sheets.
11. Please help the EPS Print Shop provide quality printing by submitting original copy and aliowing sufficient time to meet due date.
Building Teacher/Dept/Grade level Date submitted Desired due date
District Text Adoption : Q yes Q no
Title/Description ot copy
Copyrighted Materials Included Q yes Q no
0
o : Copyright Release Attached Q yes Q no
& | Number of copies “Ink Golor .
| (Give job details below).
Bindings:
OPad Top
@ [JPad Side — Stapled
< | Number of 50-sheet pads T — ic Spi
o
(Give job details helow). nk Color ~— Plastic Spiral Bound
3-hole punched paper
Q . {white anly)
8 No. of Books # Pages or #of Full Sheets Sheet Color #of Covers Cover Color Ink Color _ Glue
O | (Give job detaiis below). Collated?
. yes ____ no
g NCR Sets. Please Circle: 2-part, 3-pt., 4-pt., 5-pt., 6-pt.
X | Number of formsonan8.5x 11sheet ® @ ® ® ® ® ® ® F°|ded?QS.n | Qt .
) L mngle n
E NCRsetscutto___ x ___ size. Sets joined at [ Top,[] Side.
2 | Number of finished sets - Q'e‘ter Qother
@ Front Only Front/Back
24 Paper Size Paper Color
E Special instructions:

ATTENTION PRINCIPAL - THIS CONCERNS ORDERS PLACED IN THE LAST
MONTHS OF THE SCHOOI. YEAR THAT WILL BE PROCESSED IN THE SUMMER AND
DELIVERED THE FIRST OF THE NEW SCHOOL YEAR.

O I would like this order to be posted & billed for this school year.
O I would fike this order to be posted & billed for next school year. SN

This job was received and recorded by

Signature of Principai
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“Print Shop use only

Signature of Print Shop Staff Member

Date received in Print Shop Date Completed by Print Shop

NOTE: Any orders received after June 7 will be posted & billed the next school year,

White Copy - Submit to Print Shop
Yellow Copy - Retained by Building Principal
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