
 
 
 

Print Production Order Form

Job Name___________________________________ Exam or Quiz?  Y   N
Ordered by____________________________ Date Ordered__________ Date Needed__________
Department____________________________ Phone__________ Account #__________________ 
Person Authorizing Job_____________________________________________________________

Originals

My originals are:  Provided as_________________Name of File____________________________  
No.of Originals_________ No.of Multiples Up:________ No.of Copies Ordered ________ 
Sides:My Originals are ____________ My Copies will be ____________ Type of Copy ___________

Paper

Weight: Bond & Text:_____________ Cover:_______________ Special_____________
Size:_____________ Color:  White  Color_________________  Brites _______________
Carbonless:_______________ No.of sets___________

Finishing

Binding:  Spiral/Color_____________  Perfect bind  Saddle Stitch
 Staple:  In corner  Along edge
Add Cover  Front  Back Color______________
Folding:___________________ 
Trimming:	 To	final	size__________	 Centered with ________ inch borders
Padding:  25 sheet pads  50 sheet pads  ______ sheet pads
Laminating:_____________________

Special Instructions

Please provide any special instructions here:

  

Digital
Publications Center

Donnelly Hall #115 • Phone 845.575.3000, x2145 • Fax 845 471-6213 • copy.center@marist.edu

Click here  for instructions Push here to reset form

Push here to submit form

jsx7
To use this form, use your mouse to place your cursor just to the right of "Job Name." Fill out the field, then use your tab key to move to the next field. You can use your mouse cursor to select options or to push buttons or mark "checks." You can add special instructions at the bottom of the page by simply typing them in the box. When you are ready to submit the form, push the "Submit" button at the bottom of the form. Your order form will be sent to the copy center via email. If you have questions, call a representative at the Digital Publications Center for help. Our extension is 2145.
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