
LUBBOCK-COOPER ISD PRINT SHOP WORK AUTHORIZATION

* Be sure to include an account numBer or payment for any of the following:
Binding, padding, color copies, posters, ncr, color paper, or cardstock

Special inStructionS: 

CHECK IF APPLICABLE:    Bill to:  account #: 
see price sheet

from the time the print shop receives the order, please allow a minimum of:
2-4 working days for copies only; 3-5 working days if folding, Binding or padding is required.

Print ShoP USe only:    Date receiveD Date comPleteD comPleteD by

AdministrAtor’s Authorization: 
copyrighted materials will not Be printed without administrator 
authorization.

*all documents will Be printed front and Back to save cost.totAl QuAntity sets of

nAme: CAmpus: Copier id#:

dAte sent: dAte needed: 

inStructiionS

Size

8.5 X 11  letter

8.5 X 14 legAl

11 X 17  tAbloid

24 x 36 poster

other

Material

CArdstoCk

pAper

NCR

color of paper/cardStock

pAstel

bright

Color

printS (ink)
Color

blACk/White

grouped

CollAted

1 stAple

2 stAples

3 hole drilled 

Cut

folded

pAdded

bound (spirAl)

bound (Comb)
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