LEWISTON-PORTER CENTRAL SCHOOL DISTRICT

in Partnership with Erie 1 BOCES
Print Request Form

Requester Name: E-mail:

Building: [] PEC [ iec [ wms [ Hs [ pistrict Office  Quantity Breakdown if Ordering this Project for Multiple Teachers:

Date Submitted: Date Due:

Project Name/Description (Only ONE Project/Unit Per Form Allowed):

1. Fill our the SIMPLE COPY section OR the SPECIAL REQUEST* section with the necessary details.
*Special Request orders require district level approval and will require additional time to process. Permission may/may not be granted.
2. Submit Originals:
* Hard Copy Originals: Send the completed form along with your hard copy originals.
o Digital Originals: Email the completed form and your original PDF** file attachments to: print@elb.org
**PDF Files attached to emails are the ONLY file type that will be accepted digitally. No working files or Google Doc files allowed.
Important Timeline Information:
e Mail Pickup and Delivery: E1B Mail is collected and delivered to the District Office on Tuesdays and Thursdays (no holiday pickup/delivery).
e Plan Ahead: To ensure a timely delivery, submit your print job to Erie 1 BOCES (via courier shelf or email) at least 10 business days in
advance of your due date.

INSTRUCTIONS

SIMPLE COPY SERVICES: BUILDING PRINCIPAL APPROVAL NEEDED

ALL Simple Copy Orders are processed as Black and White Copies FINISHING/BINDERY:
on Standard 8.5” x 11” 20# paper (white copy paper). O cottate [ uncollated [ slip Sheet between sets
D Staple (if needed, check one option)
Number of Original Pages: O 1sided [ 2-sided 1 1 corner 1 2side [ 7 center of fold
Number of Copies: D 1-sided D 2-sided ’ ' :
! I

N D 3.-Hole Punch
OK TO PRINT - Building Principal Approval Signature: Date:

SIMPLE COPY ORDERS WILL NOT BE PROCESSED BY THE ERIE 1 BOCES PRINT SHOP WITHOUT PRINCIPAL APPROVAL

SPECIAL REQUEST: DISTRICT LEVEL APPROVAL NEEDED

Number of Original Pages: D 1-sided D 2-sided FINISHING/BINDERY:
Number of Copies: O 1-sided O 2-sided D Collate D Uncollated D Slip Sheet between sets

D Staple (if needed, check one option)

O colorc O slack and white
sy ackand Qi 1 corner 2 side E 2 center of fold

O 85117 O ssxa” O 117x172 O multi-part Form i : |
D Colored Copy Paper (if needed, check options below) . .
O frontcover [ Backcover [ inside pages O 3-Holepunch [ special Fold:
Color: Color: Color: - D
D Cardstock Paper (if needed, check options below) ) Special Bind (if needed, check one option)
D Front Cover D Back Cover D Inside Pages E GBC Plastic Comb E Wire Spiral
Color: Color: Color: Notes:
OK TO PRINT - District Level Approval Signature: Date:

SPECIAL REQUEST ORDERS WILL NOT BE PROCESSED BY THE ERIE 1 BOCES PRINT SHOP WITHOUT DISTRICT APPROVAL

ERIE 1 BOCES OFFICE USE ONLY
Erie 1 BOCES Received Date: Notes:

Erie 1 BOCES Ship Date (ready for pick-up): Job Number:
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