
Bindery
Fold size:_________________

drill:   �o 3-hole     
o Other:___________

stitch:   �o Saddle    o side     
o corner

pad:   o l    o r    o t    o b

o collate	 o perf 
o score	 o tab 
o label	 o insert

Bindery Options

ReproGraphic Services & University Copy Center

Client Information
Department

Oracle #

P.O. # Purchase Order # Required on all Foundation Accts.

Contact Name

Telephone Fax

Building/Rm # Mail Code

E-Mail

Authorized Account Signature

Job Description
Quantity Title/Description

Item 1. 

Item 2. 

Item 3. 

Item 4.

Special Instructions

Art:   o New    �o exact reprint (Old Job # if available_______________________)  
o reprint w/changes (Old Job # if available_______________________) 
o Customer files supplied w/changes    o Reprographics to make changes

Artwork supplied via:   o E-mail    o Disk    o Reprodropoff server

Proofs:   o None    o PDF    o Hard Copy

Paper
Stock Description final (flat size) folded size

Example: 100# Gloss Text 11x17 8.5x11

iteM 1

iteM 2

iteM 3

Item 4

Ink Colors
# of Colors Side One Side Two

EXAMPLE CMYK Black + Pantone 187

Item 1

Item 2

Item 3

Item 4

Shipping Information
Deliver to:

Building:	R oom #

ACCORDION
FOLD

RIGHT ANGLE
FOLD

LETTER FOLD

1/2 FOLD

BARREL FOLD

PERFECT BIND

COIL BIND

WIRE-O BIND

San Diego State University
ReproGraphic Services 
University Copy Center
5555 Canyon Crest Drive
San Diego, CA 92182-8520
MC-8520
(619) 594-2967 Phone
(619) 594-5074 Fax
repro@mail.sdsu.edu
http://bfa.sdsu.edu/~busserv/
Reprographics.html

JOB #

ESTIMATE #

PREVIOUS JOB #
(if available)

DATE IN	DUE  DATE
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