	BPS Print Services Job Ticket

Directions

· Complete all requested information. Administrator’s Signature needed for  Color Copies  -   Color Paper  -  Card Stocks  -  Fastback Binding
· Use the “Tab” key to move through this form. Use the mouse to select Check Boxes.

· Submit with electronic file through Email to:   BPSprintservices@bentonville.k12.ar.us.
· If submitting your job using hard-copy originals, print a copy of this Print Services Job Request, attach it to the job, and send via interoffice mail to: 

BPS Print Services, South Building, Room B110, Bentonville High School.

	

	

	


	Requestor’s Name:

      
	Requestor’s Phone & Ext:

     

	
	Date of Request:

     

	Requestor’s Email Address:

     
	
	Delivery Due Date:

     

	Name of Print Job:

     
	
	Administrator’s Approval Signature:

     

	School / Location to be Delivered To: (Must be filled in or job cannot be run. Select from drop-down menu below.)
( FORMDROPDOWN 
     
	
	


	Job Turnaround Guidelines:  

Job turnaround is three (3) business days for normal print requests and one (1) business day for rush jobs. Rush jobs may not exceed 10% of all jobs received in one day. Exceptions to this delivery timeline are large orders, orders requiring special finishing services, and/or machine failure.


	Number of Original Images:

     
	Number of Copies Requested:

     
	 FORMCHECKBOX 
 1 to 1

 FORMCHECKBOX 
 1 to 2             FORMCHECKBOX 
 Top to Top 
 FORMCHECKBOX 
 2 to 2             FORMCHECKBOX 
 Top to bottom
	Impressions for Job:

     

	Special Finishing Instructions:

     


	Output
	

	 FORMCHECKBOX 
 Black and White Copies
	 FORMCHECKBOX 
 Color Copies 
	 FORMCHECKBOX 
 Color Paper 


	Paper Size
	Plain Paper Color            If no size and/or color is specified, job will be printed on 8 ½” X 11” plain white paper 20 Lb.

	 FORMCHECKBOX 
 8½ “ X 11” – Letter-size

”
	 FORMCHECKBOX 
 Plain White Paper (20 Lb.)          

	 FORMCHECKBOX 
 8½ “ X 14” – Legal     
	Color Paper: 


	 FORMCHECKBOX 
 Pink-Rose
	 FORMCHECKBOX 
 Cherry
	 FORMCHECKBOX 
 Goldenrod
	 FORMCHECKBOX 
 Ivory
	 FORMCHECKBOX 
 Tan

	 FORMCHECKBOX 
 11” X 17             
	
	 FORMCHECKBOX 
 Blue
	 FORMCHECKBOX 
 Green-Vert
	 FORMCHECKBOX 
 Lilac
	 FORMCHECKBOX 
 Yellow-Canary

	Card Stock (65 Lb.)
	Color Card Stock:

	 FORMCHECKBOX 
 8½” X 11”
	 FORMCHECKBOX 
 White
	 FORMCHECKBOX 
 Red
	 FORMCHECKBOX 
 Yellow
	 FORMCHECKBOX 
 Green
	 FORMCHECKBOX 
 Goldenrod

	 FORMCHECKBOX 
 11” X 17”
	
	 FORMCHECKBOX 
 Pink
	 FORMCHECKBOX 
 Grey
	 FORMCHECKBOX 
 Blue
	 FORMCHECKBOX 
 Orchid


	Finishing:     
	 
	If no box is marked, finishing  will be 
	Uncollated   and   No staple.
	

	[image: image1.bmp] FORMCHECKBOX 
 Uncollated

 FORMCHECKBOX 
 Collated 
	Punch:

 FORMCHECKBOX 
 3-hole Punch

(
	Staple:

 FORMCHECKBOX 
 Saddle Staple 

Up to 25 Pages



	 FORMCHECKBOX 
 One Staple – 

Upper Left Corner

(
	 FORMCHECKBOX 
 Two Staples – 

Portrait: Top Left & Bottom Left

Landscape: Top Left & Right

( 
	Vendor Finishing:

 FORMCHECKBOX 
 Fastback Binding:
(



	Warning Concerning Copyright Restrictions

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of those specified conditions is that the photocopy or reproduction is not to be “used for any purpose other than private study, scholarship, or research.” If a user makes a request for, or later uses a photocopy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringement.This institution reserves the right to refuse to accept a copying order if, in its judgment, fulfillment of the order would involve violation of copyright law.


	For Print Services Use Only:
	
	

	Completed By:

     
	Date Completed:

     
	Total Impressions:
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