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        WILDCAT PRINTING PRODUCTION REQUEST

	Email Requests to WildcatPrinting@cwu.edu
	
	Mail Requests to 7590

	
	
	

	Date Requested:      
	Date Needed:      
	             Deliver:  FORMCHECKBOX 


	Department:      
	Building:       
	             Pick Up:  FORMCHECKBOX 


	
	Room:      

	             Mail Stop:     

	Account/Speedkey#:  
53300 -  
                      (Please make sure you put all 10 digits of your speedkey)
	Authorized Signature: ________________________

                                       Work orders cannot be processed without a signature

	
	Contact Person:      

	Title of Project:      
	Campus Phone Number:      

	(Email files to wildcatprinting@cwu.edu)


If possible please send a sample of your order with this request.
	
	

	Number of Originals:      
NOTE: 1 Side = 1 Original
	Total finished copies needed:        (books, sets, sheets)
                                              (final quantity, after cut)

	
	Single Sided or Two-Sided Printing:      

	PAPER
	
	
	
	

	COLOR
	Paper Color Choice(s):      
	Cover Choice:      

	SIZE
	 FORMCHECKBOX 
 8.5x11
	 FORMCHECKBOX 
 8.5x14
	 FORMCHECKBOX 
 11x17
	 FORMCHECKBOX 
 Other:      

	WEIGHT
	 FORMCHECKBOX 
 20# text
	 FORMCHECKBOX 
 28# Digital
	 FORMCHECKBOX 
 70# Uncoated
	 FORMCHECKBOX 
 80# Cover
	 FORMCHECKBOX 
 Card Stock        

	
	 FORMCHECKBOX 
 NCR   part
	 FORMCHECKBOX 
 NCR Pad

	
	
	
	
	
	

	FINISHING
	 FORMCHECKBOX 
 Hard Card Lam
(Event Badges, etc)
	 FORMCHECKBOX 
 Lamination (posters/signs)
	 FORMCHECKBOX 
 Staple
	 FORMCHECKBOX 
 Foam Core
	 FORMCHECKBOX 
 Coil Bind

	
	 FORMCHECKBOX 
 Punch
	 FORMCHECKBOX 
 Shrink Wrap
	 FORMCHECKBOX 
 Pad
	 FORMCHECKBOX 
 Fold
	 FORMCHECKBOX 
 Tape Bind

	
	
	
	
	
	

	CARDS/TAGS/SIGNS
	  BUSINESS CARDS   FORMCHECKBOX 
  NAME TAG   FORMCHECKBOX 
    DESK NAME PLATE  FORMCHECKBOX 
   DOOR SIGN  FORMCHECKBOX 
  

	
	
	
	
	

	STATIONERY
Stationery is sold in increments of 500
	 FORMCHECKBOX 
 #9 Regular
	 FORMCHECKBOX 
 #10 Regular
	 FORMCHECKBOX 
 #10 Window
	 FORMCHECKBOX 
 Other      

	
	 FORMCHECKBOX 
 #10 Envelope w/ Logo on Environment PC100
	 FORMCHECKBOX 
 Letterhead on Environment PC100

	
	
	
	

	ADDITIONAL INSTRUCTIONS:      


Job#___________








