
How to Order Business Cards 
 

Enter Requisition to SOUTHWEST PRINTING AND COPY INC. 
Once Purchase Order has been approved, a Business Order Form will need to be 
submitted to Purchasing. Go to www.duncanvilleisd.org to access the form. 
 

Click the “Departments” link>”Purchasing”>”Purchasing Forms & Documents”. 
 

 

 



Click the “Business Card Oder Form” Link. 
 

 

 

 

 

 

 

 

 

 

 



Complete the PDF Form>File Print to PDF>Save File with Full Name and email to Julie 
Karonka at jkaronka@duncanvilleisd.org. 
 

  

Proof of Business Cards will be sent to requestor for approval. 
 

Instructions  


