Nassau BOCES Printing & Graphics Request Form

é AW 4 Y
JOB NO. a Signature of Authorized Administrator
Date Rec'd Date Due a District or Department, Program or School to be charged

PROOF SENT APPROVAL REC'D A Purchase Order# or CoSer#
Graphics Department Use ONLY Gray Area MUST Be Completed
e —

Name of Person Filling Out Request Form

Email
Phone & Ext. Fax No. Completion Date
Printing Services Requested
TITLE OF JOB
Number of Pages Number of Copies Size
O Printed 1 Side O Printed 2 Sides O Black Ink O Colored Ink(s):
Paper NCR (Carbonless Forms)
O White O Color: O 2-Part (WHiTE, YELLow) O Other (SpeciFy):
O As Per Sample O Letterhead O 3-Part (WHITE, YELLOW, PINK)
O Glossy O Card Stock O 4-Part (WHITE, YELLOW, PINK, GOLD)
O Other (SpeciFy): O 5-Part (WHITE, GREEN, YELLOW, PINK, GOLD)
Bindery Services Envelopes

OFold OCollate OStaple OAS Per Sample O#‘IO Regular O#‘IOWindow
O Pad O Perforate O 3-Hole Punch O Other (sreciev):

O Lamination (11x17 Max.) O Other (SpeciFy):

Manila Envelopes

As Per Sample Oéx9 O9x12
Personalized Items
10x 13 QT O12x15%
Business Cards O\lame Pads 4"4x 52
(500 MINIMUM) (20 PAD MINIMUM, 100 SHEETS PER PAD) OOther (SPEC|FY):

OVame Pads 5'2x 872
(20 PAD MINIMUM, 100 SHEETS PER PAD)

Special Notes

PLEASE SEND THIS FORM,
S WITH SAMPLE —

Send completed requests to:

Delivery Instructions

Name

graphics@nasboces.org

If you have any questions, please Location
call us @ 516-396-2030

S

2421-CIT-722 Rev.

Ba . gEl 2 Graphic Arts & Printing Service ¢ Department of Curriculum, Instruction and Technology
100 Hasket Drive, Building A, Syosset, New York 11791 ¢ (516) 396-2030 e Fax: (516) 364-3967 « www.nassauboces.org
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