1. Incomplete orders WILL BE DELAYED.
2. You must specify: 

     - Date Needed

     - Requested By

     - Dept./Organization

     - Account Number
3.  Attach & email your original(s) in PDF format & the completed Request Form to copy@etown.edu.
Copy Services Use ONLY.
Completed by:      
Date:      
Per click charge:      
Paper charge:      
Misc. charge:
      
Discount:      
Tax:      
Total job cost:      
Print Center
Print Services Division

Print Request Form
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Today’s Date:      
Date/Time Needed:         
 FORMCHECKBOX 
AM
 FORMCHECKBOX 
PM  
          Requested By:       

Department/Organization:      

                  Acct #:         

   Authorized by:         
Phone:        Building & Room #:      
              FORMCHECKBOX 
Delivery  FORMCHECKBOX 
Pick Up            FORMCHECKBOX 
Mail Stuffer     FORMCHECKBOX 
Exam             










  (Click here for Mail Stuffer Request Form)

Tax Exempt #:      

# Of B/W Originals       
 # Of B/W Copies       


# Of Color Originals         
# Of Color Copies      
Paper Color 

 FORMCHECKBOX 
White        FORMCHECKBOX 
Color      
    
 FORMCHECKBOX 
Stock Provided  

 FORMCHECKBOX 
Covers - Color       , Weight      
Paper Stock
 FORMCHECKBOX 
20/50
        FORMCHECKBOX 
24/60         FORMCHECKBOX 
70/80 lb Program
 FORMCHECKBOX 
Excel 2-part
 FORMCHECKBOX 
Excel 3-part
 FORMCHECKBOX 
Transparency
 FORMCHECKBOX 
Cardstock
Other:      
Paper Size
 FORMCHECKBOX 
8.5 x 11
 FORMCHECKBOX 
8.5 x 14
 FORMCHECKBOX 
11 x 17
Other:      

Finishing
 FORMCHECKBOX 
Single Sided
 FORMCHECKBOX 
Back to Back     FORMCHECKBOX 
Non-Collate
 FORMCHECKBOX 
Cut

 FORMCHECKBOX 
3-hole punch


Staple

Laminate
Enlarge to:      
 FORMCHECKBOX 
Upper left
 FORMCHECKBOX 
Heat

Reduce to:      
 FORMCHECKBOX 
Upper right
 FORMCHECKBOX 
Non-heat
 FORMCHECKBOX 
Center
Spot Ink Color   
 FORMCHECKBOX 
E-town Blue

 FORMCHECKBOX 
Red

 FORMCHECKBOX 
Green
Posters & Temporary Campus Signage
11 x 17      
13 x 19              17 x 22      
24 x 36      
Custom      

Banner       
 FORMCHECKBOX 
Foam Board Mount

Ink:
 FORMCHECKBOX 
B&W

 FORMCHECKBOX 
Color

Paper: 
 FORMCHECKBOX 
Matte Coated
 FORMCHECKBOX 
Glossy Coated

Folding
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 FORMCHECKBOX 
Print In

 FORMCHECKBOX 
Print Out


 FORMCHECKBOX 
Letter “C”

 FORMCHECKBOX 
Zig Zag “Z”






 FORMCHECKBOX 
Half


 FORMCHECKBOX 
Double Parallel






 FORMCHECKBOX 
Gate


 FORMCHECKBOX 
Fold Out
File Format 
Please do not use shared folders!
Electronic: (Please list exact File Name & Location).

 
 FORMCHECKBOX 
Storage Device: (CD, Floppy, Zip Drive, Flash Drive)

 FORMCHECKBOX 
Hard Copy

Binding 
 FORMCHECKBOX 
Wire   FORMCHECKBOX 
Coil
 FORMCHECKBOX 
Comb    FORMCHECKBOX 
Tape
 FORMCHECKBOX 
Clear Covers -   FORMCHECKBOX 
One   FORMCHECKBOX 
Two
 FORMCHECKBOX 
Solid Back - Color       
Binding Color:      
 FORMCHECKBOX 
Pad - sheets per pad:      



Additional Instructions
     
IF INFORMATION BELOW IS NOT COMPLETED — RED WILL INDICATE DEFAULTS.

Mail Services Stuffer- Form
Guidelines:

· To ensure your stuffer is distributed by the requested date, please call Mail Services to schedule your stuffer.
· Due to the high volume of U.S. mail, stuffers will not be distributed on Mondays or the day after a holiday.
· Scheduled stuffers will take priority over non-scheduled stuffers. We will make every effort to distribute scheduled stuffers on the requested date. However, there may be times when volume causes a short delay in distribution. Please make sure you allow adequate time for preparation and distribution.
· Mail Services will not accept advertisements, coupons, or other forms of solicitation materials from off campus advertisers, businesses, or organizations.
· Perishable items will not be distributed or placed in mailboxes. 
· Students who need to send surveys as part of a class requirement are limited to no more than 300 surveys per assignment.
· Campaign advertisements from students running for class offices or Senate must meet the guidelines agreed upon between Student Senate. 
· Stuffers for a particular class of students (i.e. freshmen) do not need to be addressed. All mailboxes are color coded by class.
· Stuffers going to student mailboxes should be tri-folded if they are full sheets or flat if they are half sheets. The minimum size for a stuffer is 4 ½" x 5 ½". 
· Stuffers/mailers going to faculty/staff should always be flat.

--------------------------------------------------------------------------------------------------

Is this a scheduled stuffer?   FORMCHECKBOX 
Yes  FORMCHECKBOX 
No 

Requested distribution date:      
Requested by:      
Club, Department, or Organization:      
Contact Person:      ext.     
Stuffer to be distributed to:

 FORMCHECKBOX 
All campus (all students and all employees) –      
 FORMCHECKBOX 
All students -      
 FORMCHECKBOX 
All employees -      
 FORMCHECKBOX 
Faculty only -      
 FORMCHECKBOX 
Faculty and Administration only -      
 FORMCHECKBOX 
Seniors only -      
 FORMCHECKBOX 
Juniors only -      
 FORMCHECKBOX 
Sophomores only -      
 FORMCHECKBOX 
Freshman only –      

Return to Print Request Form
Document Submittal Requirements











Print Center Request Form July 9, 2008

