	ELECTRONIC PRINTING REQUEST / INVOICE

	TODAYS DATE
	
	APPROVED BY


	STOCK (if other than white)
	REPLY CARDS

	DATE Job Needed
	
	
	Color
	Text
	Cover
	3 x 5
	

	Requested by (your name)
	
	Printers Choice
	
	
	3.5 x 5.5
	

	Ext. No.
	
	Blue
	
	
	4 x 6
	

	Department NAME
	
	Canary
	
	
	5.5 x 8.5
	

	Cost Center
	
	
	
	
	Other
	

	Building
	
	Goldenrod
	
	
	NCR FORMS

	Document Name (important)
	
	Green
	
	
	2 PART
	

	Deliver to above
	
	
	Grey
	
	
	3 PART
	

	Hold for Pick Up
	x
	
	Ivory
	
	
	4 PART
	

	Paper Size
	5.5 x8.5
	8.5 X14
	11 x 17
	Orchid
	
	
	5 PART
	

	Size IF other than 8.5 x 11
	
	
	
	Pink
	
	
	6 PART
	

	# of pages to be copied
	
	
	Salmon
	
	
	

	Quantity
	
	
	Tan
	
	
	LETTERHEAD

	Print front & back
	
	
	Turquoise
	
	
	MU
	

	One side only
	
	
	BRIGHT HUES
	Dept
	

	Collated / Stapled
	
	
	Blue
	
	
	

	Collate ONLY
	
	
	Fuchsia
	
	
	

	Uncollated
	
	
	Green
	
	
	

	Book Form  ( Stitched )
	
	
	Lemon
	
	
	

	3 Hole Punch
	
	
	Lime
	
	
	

	Fold in 1/3
	
	
	Meadow Green
	
	
	

	Fold in 1/2
	
	
	Violet
	
	
	

	Fold in 1/4
	
	
	Orange
	
	
	

	Cut 1/2
	
	
	Pink
	
	
	

	Cut 1/3
	
	
	Red
	
	
	

	Cut, Other
	
	
	Sun Yellow
	
	
	

	Fastback
	
	
	Gold
	
	
	

	GBC
	
	
	Paper stocks change, depending on availability

	Additional instructions

	

	Date Completed
	
	FOR DUPLICATING AND PRINTING OFFICE ONLY

	TOTAL COST
	
	Labor
	
	Materials
	
	Operator's Initials
	

	Form MU #23-E
	
	Revision Date:  02/21/07
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DUE UPON RECEIPT 
MAKE CHECK PAYABLE TO COMMONWEALTH UNIVERSITY



ON THE MEMO LINE OF THE CHECK, WRITE:  PRINTING SERVICES
PLEASE SUBMIT A COPY OF THIS PRINT REQUEST WHEN SENDING PAYMENT.

PLEASE PAY FROM THIS INVOICE AND REMIT TO: 
COMMONWEALTH UNIVERSITY, ATTN:  PRINTSHOP 

31 S. ACADEMY ST.

MANSFIELD, PA  16933
