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PRINT WORK ORDER SUBMITTAL PROCESS: (Choose Only One )
1. 
PLEASE NOTE: To ensure we are able to complete all staff members work year around in a timely fashion, it will need to be broken up with different due dates in either: Daily, Weekly, Bi-Weekly, Monthly or (at the most) 9 Week/Quarterly Increments.  (i.e. 1st 9 weeks at the beginning of year, 2nd 9 weeks no earlier than middle of September, etc.)
2. 
Hard Copy By Interoffice Mail: If work order is going to be delivered to the print shop by interoffice mail, print completed work order. Then send work order and originals together by interoffice mail. Do not email request separately. 
3. 
Electronic Files By Email: If document being printed is an electronic document, email both work order and original(s) to the print shop.

Submit electronic file via Email to: PrintShop@mid-del.net
INSTRUCTIONS: Open work order form and fill out completely all items pertinent to your order. Use the “Tab” key to move through this form. When completed save work order with the title of requested document name added to the file name and subject matter of email, (if electronically submitted).

Example: “ hall pass print work order.doc “

     


When entering date needed, please allow time for delivery by interoffice mail. Allow 4-5 School days after the print shop receives work order.

All documents with copyrights require by law written permission provided to the print shop before printing, each time it is submitted.
     
     
     
     
     
     
     
     
	Quantity:
	Quarter:
	Paper Size:
	Layout:
          Originals:
	Delivery:

	Number of Original Pages:

     
Quantity of Copies per Original Set:

     
	 FORMCHECKBOX 
  1 Quarter    

 FORMCHECKBOX 
  2 Quarter    

 FORMCHECKBOX 
  3 Quarter
 FORMCHECKBOX 
  4 Quarter
	 FORMCHECKBOX 
 8½ “ X 11 – Letter-size

 FORMCHECKBOX 
 8½ “ X 14 – Legal 

 FORMCHECKBOX 
 11 X 17

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
  Single Sided    

 FORMCHECKBOX 
  Double Sided    

 FORMCHECKBOX 
  Head to Head

 FORMCHECKBOX 
  Head to Toe
	 FORMCHECKBOX 
  Electronic file sent by      eeeeemail.

 FORMCHECKBOX 
  Interoffice Mail
 FORMCHECKBOX 
  Hand Delivered
	 FORMCHECKBOX 
  Courier or Mail 

 FORMCHECKBOX 
  Call for Pick-up

 FORMCHECKBOX 
  Other :      


	Finishing:
	Drill:
	Staple:
	Fold:
	Bindery:

	 FORMCHECKBOX 
  Un-Collated

 FORMCHECKBOX 
  Collated 

 FORMCHECKBOX 
  Cut Finished Size: 

New Size:      
	 FORMCHECKBOX 
  3-Hole – Left Side

 FORMCHECKBOX 
  2-Hole – Top

 FORMCHECKBOX 
  Other      
	 FORMCHECKBOX 
 Portrait -(1)Left Corner,   FORMCHECKBOX 
 Booklet – (2)Left Side
 FORMCHECKBOX 
 Landscape -(1)Left Corner 
 FORMCHECKBOX 
 Other      
	 FORMCHECKBOX 
 Single   FORMCHECKBOX 
 Trifold

 FORMCHECKBOX 
 Double   FORMCHECKBOX 
  Other:

	 FORMCHECKBOX 
 Pad 

# of sheets per pad :       



	Note:  Schools must provide materials for the following items 

	                                 FORMCHECKBOX 
 GBC Binding                  FORMCHECKBOX 
 Spiral Binding                        FORMCHECKBOX 
 Colored Paper                 FORMCHECKBOX 
 Cover Card Stock
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E-mail Address





Phone # or Extension





Last Name





First Name





Department Name:





Site / School





Date Needed:





Date of Request:





Title or Name of Document:








