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	Order Date

     
	Fold (check  one)



	
	
	
	 FORMCHECKBOX 
  Letter fold
	                       
	

	
	
	
	 FORMCHECKBOX 
  Half fold
	                      
	

	
	
	   Mini Mockup
	 FORMCHECKBOX 
  Z fold
	                      
	

	
	
	Front
	Back
	 FORMCHECKBOX 
  Double Half fold
	                      
	

	
	
	  
	  
	 FORMCHECKBOX 
  Complex fold
	                          
	

	Ordering Agency/ Bill to Address       Bldg/Room
	  
	  
	
	
	

	     
     
     
	  
	  
	Finished folded size       X     


	
	  
	  
	Service Job Code                       Customer Order No.
	Operator/Machine  #

     

	
	  
	  
	                                    BSI                    
	

	
	  
	  
	GENERAL SERVICES BILLING INFORMATION

	Job Description                                 

     
	Date Needed                  FORMCHECKBOX 
AM

                                   FORMCHECKBOX 
PM
	  
	  
	%
	Customer Use Code
	Customer Optional Data

	
	
	  
	  
	   
	     
	     

	Person to Call
     
	Telephone Number
     
	  
	  
	   
	     
	     

	
	
	  
	  
	   
	     
	     

	Original:         Hard Copy  FORMCHECKBOX 
      E-Mail   FORMCHECKBOX 
    Disk      FORMCHECKBOX 

	  
	  
	Print:

	File Name:       
	  
	  
	 FORMCHECKBOX 
 1 One Side
	     
	Copies
	     
	Pages

	Paper Size       8 1/2x11   FORMCHECKBOX 
   8 1/2x14   FORMCHECKBOX 
   11x17    FORMCHECKBOX 

	  
	  
	 FORMCHECKBOX 
 2 Head-to-Head
	     
	Copies
	     
	Pages

	Paper Choice
	  
	  
	 FORMCHECKBOX 
 3 Head-to-Foot
	     
	Copies
	     
	Pages

	20#
	70#
	Cover
	Color Choice
	  
	  
	Finishing

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	White
	  
	  
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Blue
	  
	  
	Collate:                             FORMCHECKBOX 
  No               FORMCHECKBOX 
 Yes                FORMCHECKBOX 
 Page sequence
                                                                                               FORMCHECKBOX 
  Per mock up

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Canary
	  
	  
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Green
	  
	  
	Collate & Staple /Bind    FORMCHECKBOX 
  No               FORMCHECKBOX 
 Yes    Select  from  options  below

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Pink
	  
	  
	Upper Left

            FORMCHECKBOX 
                   FORMCHECKBOX 

	Left Side

          FORMCHECKBOX 
                   FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Gold
	  
	  
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Ivory
	  
	  
	
	

	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Buff
	  
	  
	Saddle-stitch


         FORMCHECKBOX 

	Spiral Bind

        FORMCHECKBOX 

	Perfect Bind


         FORMCHECKBOX 

	Comb Bind


 FORMCHECKBOX 
  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Gray
	  
	  
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tan
	  
	  
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Lavender
	  
	  
	Glue Pads                FORMCHECKBOX 
  Yes             FORMCHECKBOX 
  w/ chipboard          pages per pad

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Galaxy Gold
	  
	  
	Shrink Wrap             FORMCHECKBOX 
  Yes                  Quantity per package  

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Gamma Green
	  
	  
	Proof required      FORMCHECKBOX 
  Yes            FORMCHECKBOX 
  No

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Orbit Orange
	SPECIAL INSTRUCTIONS
     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Reentry Red
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Neptune Blue
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Sunburst Yellow
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Lunar Blue
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Mars Magenta
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Planetary Purple
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Celestial Blue
	

	NCR Paper      FORMCHECKBOX 
  Yes     2 ply  FORMCHECKBOX 
     3 ply  FORMCHECKBOX 
     4 ply  FORMCHECKBOX 

	Delivery address, if different from above:

     


	Furnished         FORMCHECKBOX 
 Yes
	

	Other                FORMCHECKBOX 
 Yes
	

	Drill               FORMCHECKBOX 
  Standard 3 Hole           FORMCHECKBOX 
  Oversize 3 Hole
                      FORMCHECKBOX 
  Other/ Specify         
                
	By indicating my name, I confirm that it has been reasonably determined that the printing of this material will not violate copyright laws, and the signing agency will assume full responsibility for this printing request.

Authorizing Name:      



