Middle Tennessee State University

 No.      
Printing Services Order Form
 Date Received      
	Requester
	     
	Phone
	     

	Department
	     
	Box
	     

	Charge to
	     
	Index no.
	     

	Due Date
	     
	P&G Job No.
	     

	Completed job to be

	 FORMCHECKBOX 
 Delivered to:
	     

	 FORMCHECKBOX 
 Picked up   Call
	     

	Job title and
description:
	     


Reprint (no changes):   FORMCHECKBOX 
 YES    FORMCHECKBOX 
  NO     Publication No.      
	QUANTITY
	     
	SIZE
	     

	PAPER COLOR
	     
	WT./
GRADE
	     
	COVER/
SPINES
	     

	INK COLOR
	     
	OTHER
	     


PRINT
 FORMCHECKBOX 
 ONE SIDE     FORMCHECKBOX 
  TWO SIDES    FORMCHECKBOX 
 HEAD TO FOOT   FORMCHECKBOX 
 HEAD TO HEAD
FINISHING
	PUNCH – NO. HOLES        
	 FORMCHECKBOX 
 Perforate       FORMCHECKBOX 
 SCORE    FORMCHECKBOX 
  FOLD 

	COLLATE   FORMCHECKBOX 

	WHERE
AND HOW
	     

	BINDING        
	 FORMCHECKBOX 
  COMB (PLASTIC)   FORMCHECKBOX 
  SHRINK WRAP

	PAD  FORMCHECKBOX 
  NO. SHEETS/PAD       
	 FORMCHECKBOX 
  NUMBERING       


This form may also be used for jobs that require a publication number or typesetting. Please send or bring the material and form to Publications and Graphics, LRC 107.

Total cost ______________________ Invoice _____________________
Date completed _____________________________________________
[image: image1.wmf]NOTES–Additional Information
	     


For Printing Services Use
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MTSU is an equal opportunity, non-racially identifiable, educational institution�that does not discriminate against individuals with disabilities.        (Rev. 2008)
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