
Contact Person______________________________________________________________________________

Phone___________________________  FAX___________________________ Cell__________________________

Dept./School_________________________________________________________________________________

Address______________________________________________________________________________________  

Building________________________________   Rm/Floor________   Zip Code________________

Authorizing By:______________________________________________ Date_________________________

AustiN isd PRINT SERVICES PRINT order 
7414 Johnny Morris Rd.✯ Austin, Texas  78721

(512) 414-5852 ✯ Fax (512) 414-0840
print.services@austinisd.org ✯ jeff.rodriguez@austinisd.org

Order DATE Need By DATE

Please send our job by. . . 

M	 Warehouse

M	I nter-Office Mail (small jobs only)

M	 Call When Ready (to be picked up)

M	 Courier Service (Extra charge)

M	O ther___________________________

	 _________________________________

M	 Proofed_________________________

M	HO LD___________________________

M	OK  To Print______________________

  Red 185  199	   Reflex Blue_______________
  Maroon 221	   Green 354	   Violet
  Brown 471	   Orange	   Other ____________________

Office USE ONLY

Ink Color

Prev. # Date

Date

Operator 

Press/Copier Plates

Qty Ran

B&W Clicks

Color Clicks

Total Clicks

Sides    Front    Back

Additional Instructions

Paper Sizes 

  81/2 x 11

  51/2 x 81/2 (1/2 page horiz.)

  41/4 x 11 (1/2 page vert.)

  41/4 x 51/2 (1/4 page 4 up)

  11 x 17 (Tabloid)

  12 x 18 (bleed only)

  13 x 19 (bleed only)

NUMBER Start #_______________________ Stop #_______________________

Bindery/Shipping

  SHRINK WRAP  _____________ Pgs of ____________

  SHIP IN BOX   Even Stacks    Best Way   Mailroom
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Size_________

  Repeat, no changes
  New, Typeset

Job Name (Tardy Permits, Program, Envelopes, Letterhead, Notepads, etc.)Quantity

# of Originals/Pages 
(Copy Jobs)

paper & Color   Bond
  Offset
  ______ part NCR
  Cover
  Gloss

    FOLD	   Half  

Inside Pages

Cover

  PAD   25   50   100

  Black

Press/Copier:    Press    751    1107    Outside Vendor

Outside Vendor_______________________________________________

Name_______________________________ Phone__________________

  WILL PICKUP – CALL WHEN READY

Name_______________________________________Phone_________________
Tri-
Fold

Work Order Number

Account_______________________________________________________
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