
Fairfax County
Document Services Division

Work Order Request

These spaces are for
Document Services use only.

Agency Number Job No.

Date

Customer Information

Organization Index/Subobject Code

Date of Order

Print One Sided
Print Two Sided
As Submitted

Quantity Ordered Flat Size Folded Size (if Required)

Contact Person

Pages

Authorized SignatureTelephone

Job Title or Description Requested Completion Date

20# Bond
60# Offset
70# Text

Paper Color Cover Stock Color

Special Order Stock (specify manufacture, color, weight and texture)

Ink Color (if other than black)

Binding Color

Additional Instructions

No. of Pads

Other Binding

65# Cover
Special

Ink Color (if other than black)

2-part NCR
3-part NCR
4-part NCR

Finishing Specifications

Staple left corner
Side Stitch
Saddle Stitch

Coil
GBC
Tape

Slip Sheet
Pad
Shrinkwrap

Single
3-Panel
Half/Half
Barrel

Folding

Total Charges

Materials Charges

Labor Charges

Office
Loading Dock
Mail Room

Delivery/Pickup Instructions

Contact:

Location:

Telephone:

County Warehouse
Schools Warehouse

Drill Specifications
3-Hole
2-Hole on top

Printing Specifications

Total Labor

Total Black&White Imp

Total Color Imp

Operator Initials: Date:

Document Services use only.

No. of Sheets/pad

Xerox Black & White Xerox Color Offset Labor Only Variable Data
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