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Iry‘orming today—Tmngforming tomorrow






Print Order Form

All jobs will be done on a first come basis.  Jobs must be submitted 48 hours in advance.
	Office/Department:
	     
	Today’s Date:
	     

	Budget Account #:
	     
	Date Needed:
	     

	Ordered By:
	     
	Extension:
	     



Copy submitted must be print ready, on white paper, and without any staples.

	Quantity:
	     
	
	Paper Color:
	     

	Weight:
	 FORMCHECKBOX 
 20 lb. Bond
	
	Color of Cover if Book:
	     

	
	 FORMCHECKBOX 
 Cardstock
	
	Size:
	 FORMCHECKBOX 
 8 ½ x 11
	

	
	 FORMCHECKBOX 
 Parchment
	
	
	 FORMCHECKBOX 
 8 ½ x 14
	

	
	
	
	
	 FORMCHECKBOX 
 11 x 17
	


	Number of:
	Single Sided Originals: 
	     
	Double Sided Originals: 
	     



Additional Services:

	Copies Back to Back:
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Folding Needed:      
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Cutting Needed:         
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Collating Needed:    
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Stapling Needed:        
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Bindery Needed:
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	NCR Needed:
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	

	
	
	

	 FORMCHECKBOX 
  2 Part
	 FORMCHECKBOX 
  4 Part
	

	 FORMCHECKBOX 
  3 Part
	 FORMCHECKBOX 
  5 Part
	


	Special Instructions:      
	Copyright Policy:

Authorization from Barnes & Noble Bookstore is required before out-of-print material can be reproduced.  Reproduction of all other materials must conform to the Copyright Act of October 19, 1976, Section 107 of title 17, United States Code.  (Refer to Copyright brochure available in the Print Room.)



NCR orders please submit 2 weeks in advance.


Print Room Use Only:

Book binding orders please submit 1 week in advance.


If this is a large document, please number all pages.

Date In: ________
Date Out: ________ 










Time In: ________
Time Out: ________










Job #: ________









Total Charges: __________
