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SOUTHWESTERN OREGON COMMUNITY COLLEGE PRINT SERVICES WORK ORDER FORM
Last/First Name: _____________________________________________________   Number of Copies: ____________________   
Date Order In:  ___________________   Date Order Needed: _________________   Time Order Needed: __________________
Department/Account #: ______________________________________________	Phone #: ________________________________
For STUDENT TESTS only:  (Tests are in an envelope.)  	Check the box:  ______Mailbox    _____Test Safe (inside Print Services).      
Flyers, campus activities or updates, etc… can be inserted into the mailboxes below, please check only the ones that apply.
Full-time Faculty ___,   Part-time Faculty___,   MASSC ___,   Staff/Offices ___,   Student Housing ___,   Writing Lab ___,   Special List ___ ( provide the list)
Instructions:  On your order, please check ALL boxes that apply.  Finished orders will be in your box or on the counter/tables across from your box.
8.5 x 11 ____							Black ink ____			Fold  ___1/2   ___ Letter
8.5 x 14 ____ (only in 20#)					Color ink ____			Fold/Insert/Envelope ____
11 x 17 ____ (only in 20#)						One sided ____			Tabs ____
White paper:   ____ (20# regular)   ____ (24#)   ____ (28#)		Two sided ____			Labels ____
Color paper (select color) _________________________		Collate only ____		Bulk mailing ____ 
Cardstock (select color) ________________	___________		Staple (regular) ____		Envelopes (you provide) ____
Paper (you provide) ____					Booklet staple ____		Envelopes (you provide) ____
Weatherproof ____ (only in white - 8.5 x 11 & 11 x 17)		3-hole punch ____		Shrinkwrap:  ___Small   ___Large
Letterhead (SWOCC) ____					2-hole punch ____		Print Shop set-up (Lori) ____
Letterhead (you provide) ____					1-hole punch ____		Graphics (Lori) ____
Photo paper (Glossy) ____					Cut ____ 			
Certificates ____							Pad ____			
Transparencies:  ____Black ink   ____ Color ink			Laminate ___		
NCR:   ____2-part     ____3-part    _____4-part			Perforate ____	

Special Instructions: __________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________

PRINT SHOP USE ONLY
Date completed: __________________			Copies: (20#):  W   C   CI   WP   PPD   PC		8.5 X 14:  W  C  CI  WP____________
No. Originals: ______________________			_____________________________________		8.5 X 14: 2-Side: __________________
Drill:  1  2  3 ________________________			Copies: (20#): 2 – Side				11 X 17:  W   C   CI   WP  __________
Cut: ___________	Pad: _____________		_____________________________________		11 X 17: 2-Side: ___________________
Fold: _______________________________		Copies:  24#   28#    W    C    CI    PPD 		Bulk Mail Pieces: _________________
Booklet Staple: _____________________			_____________________________________		Envelopes:   R   W   BMR   BMW  EPD
Transparencies: W  CI  ______________			Copies:  24#   28#:  2-Side				__________________________________
Laminate:  S  L _____________________			_____________________________________		Labels: __________________________
Fastback:  N   M   L _________________			Vellum:    CI   PPD ___________________		Tabs: ____________________________
Spiral: _____________________________			Vellum: 2-Side: ______________________		Photo Paper: _____________________
NCR:  2   3   4 ______________________			Index: ______________________________		Print Shop Set-ups (Lori): __________
Perforate: _________________________			Index: 2-Side: _______________________		Graphics (Lori):__________________
Shrinkwrap: ________________________			Cover:  _____________________________		Temp: ___________________________
Insert: ____________ HC:_____________			Cover:  2-Side: ______________________		Student: _________________________
Certificates:  CI   PPD _______________			Parchment: _________________________		Staff:  ____________________________
Letterhead:  Logo   PPD _____________		Parchment: 2-Side: __________________
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