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DOT-22

West Virginia Department of Transportation

Office Services Division

Printing Services Request

Reproduction Section

	Requested by:
	
	
	
	Approved by your supervisor

	
	
	
	
	

	Name:
	     
	
	
	Name:
	

	
	
	
	
	

	Division:
	     
	
	
	Phone:
	     

	
	
	
	
	

	Phone Number:
	     
	
	
	

	
	
	
	
	Title/Description
	

	Room Number:
	     
	
	
	
	

	
	
	
	
	     
	

	Organization Number:
	    
	
	
	     
	

	
	
	
	
	     
	

	Authorization Number:
	     
	
	
	Special Instructions:
	

	
	
	
	
	
	

	Activity Number:
	   
	
	
	     
	

	 FORMCHECKBOX 
 N     FORMCHECKBOX 
 P
	
	
	
	     
	

	
	
	
	
	     
	

	
	
	
	
	

	Date ordered:
	     
	Number of originals:
	     
	Singles:
	     

	
	
	
	
	
	

	Date requested:
	     
	Number of copies per original:
	     
	Front & Back
	     

	
	
	
	
	
	

	
	Original attached:   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Sample attached:   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	
	Dividers
	     

	
	
	
	
	
	

	Composition/Graphic: Design/Layout  FORMCHECKBOX 

	Camera: 
Negatives only 
 FORMCHECKBOX 

	
	

	
	
Plates only
 FORMCHECKBOX 

	Cover Sheet
	     

	
	
Both
 FORMCHECKBOX 

	
	

	
	
	Wt.
	    

	Duplication: 
Color Copier
 FORMCHECKBOX 

	Other:
	     
	
	

	
Black Ink
 FORMCHECKBOX 

	Enlarge:
	     
	Color
	     

	
Red and black ink
 FORMCHECKBOX 

	Reduce:
	     
	
	

	
Black Lines
 FORMCHECKBOX 

	Exact Match:
 FORMCHECKBOX 

	
	

	
	
	Bindery: 
Proof
 FORMCHECKBOX 


	
	
	
Collate
 FORMCHECKBOX 


	
	
	
Punch 19 hole
 FORMCHECKBOX 


	Paper:
8.5x11
 FORMCHECKBOX 

	Paper Weight: 
20lb 
 FORMCHECKBOX 

	
Plastic Bind
 FORMCHECKBOX 


	
8.5x14
 FORMCHECKBOX 

	
24lb
 FORMCHECKBOX 

	
Drill
	
	1/4
	
	3/8
 FORMCHECKBOX 


	
11x17
 FORMCHECKBOX 

	
65lb
 FORMCHECKBOX 

	
Acco Bind
 FORMCHECKBOX 


	
22x34
 FORMCHECKBOX 

	
110lb
 FORMCHECKBOX 

	
Pad
 FORMCHECKBOX 


	
Film
 FORMCHECKBOX 

	
NCR
 FORMCHECKBOX 

	
Cut
 FORMCHECKBOX 

	  
	x
	  
	
 FORMCHECKBOX 


	
	     
	x
	     
	
 FORMCHECKBOX 

	
Other
 FORMCHECKBOX 

	
Fold
 FORMCHECKBOX 


	
WaterMark
 FORMCHECKBOX 

	     
	Red  FORMCHECKBOX 
  Black  FORMCHECKBOX 

	
Staple upper left
 FORMCHECKBOX 


	
Date Stamp
 FORMCHECKBOX 

	     
	Red  FORMCHECKBOX 
  Black  FORMCHECKBOX 

	
Side Stitch
 FORMCHECKBOX 


	
	
	
Wrap
 FORMCHECKBOX 


	
	
	
Perforate
 FORMCHECKBOX 



For Office Use Only


Order #:_____________





Date:_______________








