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Budget Holder Notification Responsibility Of Entrant 

SAP number and budget holder MUST be on
work order or this WILL NOT be processed!!!!

( Finished Sets! )

( Be precise )

PLEASE NUMBER THE BACK OF EACH ORIGINAL.

OR panels

NOTE Electronic Files: Place on X;\Public\Print Center

When necessary, copyrighted materials must 
have

copyright release accompanying workorders.
All federal copyright laws are enforced!

SHIPPING/BULK MAIL INFORMATION

OFFICE USE ONLY

Estimate $ Date Init.

Pieces Mailed

Approved

Billed Date Notified/Shipped Time Date

Material Received by Today's Date
X

Fold Type

Staple

Number of Sides

Envelope Size ( If other - type information ) 

COLOR COPIER BLACK INK

Additional Instructions :

Exact Name of File

Department

Person Requesting

Telephone Number or Extension Fax Number

Job Name

Paper

Cover

Quantity Needed of Each

Color Ink

Date Wanted

Date In

SAP Number

Unlabeled Boxes Used In Shipping No. Of Boxes Used

Pick Up Ship To

Room Number Building

Number of Original Pages

Total Finished Impressions

X

X

Trim or Cut to

Collate

Laminate

Fold to

Wrap Perforate

Drill for

Punch & Plastic Bind

Per PadPad NCR Set

Color of BindingFast Back

Score

Color Ink

Ship to Bulk Mail - Labeling & Third Class Process

VDP X

Print as Submitted

( If other-type information ) 

Job Description 
 

( If other - type information ) 

Revise as Indicated & Provide Proof before Printing

E-mail Address

Job Number
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