
Mail/Print Center Work Request Form

Name: Location Code:

Phone Number: Floor:

Request Date: Due Date & Time:

Title: 

Duplicating Stock

Original Count: 8.5 x 11 (Letter):

Copies: 8.5 x 14 (Legal):

Single Sided: 11 x 17:

Double Sided: Letterhead:

Color: Other:

Black & White:

Finishing

Three Hole Drilled: Fold:

Stapled: GBC:

Plastic Coil: Other

General Instructions

STOCK:

Note: If needed, please include Shipping Instructions.

FOR OFFICE USE ONLY:
Meter Start: Pick Up:
Meter End: Delivery:
Total Impressions:
Tracking Information:


	Single Sided Box: Off
	Double Sided Box: Off
	Color Box: Yes
	Black & White Box: Off
	8: 
	5 x 11 Letter Box: Yes
	5 x 14 Legal Box1: Off

	Three Hole Drilled Box: Off
	Stapled Box: Off
	Fold Box: Yes
	GBC Box: Off
	Other Box: Off
	Pick Up Box: Off
	Delivery Box: Off
	Name 1: April Johnson
	Location Code 1: 1356
	Floor 1: 11th 
	Phone Number 1: 224-230-6246
	Request Date 1:       1/17/2024 
	Due Date & Time: 1/19/2024
	Title 1: Legacy Cross Bore Inspection Flyer  - EAST POINT - JEFFERSON AVE
	General Instructions Field 1: 28 #lb. 2 Pane Check envelope. Flyer mail merge; meter and mail



Return Address: LDC Logo, 10 Peachtree, AJohnson
	Original Count: 40
	Copies: 1
	letterhead: Off
	11 x 17 Box: Off
	other: Off
	plastic coil: Off
	Other comments: 
	Other finishing comments: 
	Meter End: 
	Total Impressions: 
	Meter Start: 
	Tracking: 


