
 

         

    

  

   

   

            

       

    

  

         
    

        

          

REQUEST FOR PRINTING OR DUPLICATING 
District Office Reprographics 619-388-6574 

#______________________ 
COLLEGE OR ADULT DIVISION REQUESTED BY PHONE NUMBER DATE 

ACCOUNT NAME ACCOUNT NUMBER 

NOTIFY FOR PICKUP PHONE NUMBER DELIVER TO LOCATION & ROOM NUMBER 

SPECIAL INSTRUCTIONS 

APPROVAL OF REQUEST 
PRESIDENT, DIRECTOR, OR DEAN BUSINESS SERVICES 

Print Method: □ B/W Copies □Digital Color □Offset Press  □Wide Format  □New File □ Reprint File

Due Date: ________________________________________________________________________
 

Item Description: ___________________________________________________________________
 

Quantity Needed: _______________  # of pages: __________________________________________
 

Finished size: ______________________________________________________________________
 

Printed Sides: □ 1-sided □ 2-sided Paper Thickness: □ Bond □Text/Offset □ Card Stock

Paper Type: □ Coated □ Uncoated □ NCR # per set____ □ Type/Color Paper:_______________

Wide Format Material: □ Poster □Foam Core Mounted  □Laminated □Banner Size:______Grommets: ___

Finishing Instructions: 

Folding: □ Letter Fold         □ Half Fold         □ Z Fold

Stapling: □ Portrait Top Left      □ Portrait Top Right

□ Landscape Top Left □ Landscape Top Right 

□ Saddle Stitch

Binding: □ 3 Hole Drill □ Comb Binding □ Coil Binding □Tape Binding 

Padding: □ Glued Pads □ NCR Padding UV Glossing: □ Front □ Back

ACTUAL CHARGES AMOUNT 

TOTAL MATERIAL 

TOTAL CHARGES 
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