
   Order #: _______________________ Date In: __________ Time: __________
    Order Taker: ____________________ Date Due: ________ Time: __________
    Customer Name: __________________________________________________________
    Address: ________________________________________________________________
    Phone: (Day) _____________________Phone: (Evening) _________________________
    Other Phone: _____________________Email: __________________________________
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File Format: Windows      Mac
Media:  CD      Floppy Disk        Zip           
Application: Word      Acrobat PDF Illustrator      Quark
  Publisher      Powerpoint InDesign
   Excel      Picture It! Photoshop
Other: _________________________________________________
File Name: ______________________________ # of pages _____ 
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Call when ready
Pick-up
Delivery 
# of boxes: _____
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Cutting
(circle one)

Custom

Lamination
(circle one)

Roll

Pouch

Size: _________
Trim: Y or N

Stapling
(circle one)

Custom

Restaple originals
Y or N
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Folding

(circle one)

Custom

Binding
(circle one)

Color or B&W
(circle one)

Sides
(circle one)

Collation
(circle one)

Other

Paper Type
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Color
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Uncoated
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Uncollated

Business Cards
(circle one)

B&W           Color
1 Side        2 Sided

Envelopes
(circle one)

#10 #9 9x12     White
A-2 A-10 10x13     Brown
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Copies

Total Clicks

X

= Spine
Color Size
Covers
Front Back

SPIRAL VELO

WIRE TAPE

COMB

Binding
(circle one)

Drilling
(circle one)

Custom

NCR
(circle one)

2 PART
3 PART
4 PART

Padding
(circle one)

WHITE              ORANGE
NCR

Paper Size
(circle one)

8.5 x 11
8.5 x 14
11 x 17

Transparency

Other

Paper Size
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Color B&W

is

STAPLE

Weight
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InitialsInitialsInitialsInitials

Proof Set
Initials

Proof OK  

New Proof Required 
Proof w/changes 


