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File missing or won’t open
Awaiting Approval

No space for margins
Missing Paper Type or Size File / paper size discrepancy
(Circle:)

O
FF

 H
O

LD

Cancel Job

Solution: Reprint W/ New Instructions

Print anyway
Resize To Fit

Expect new �le

(circle)

Date
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Time Off Hold?

Job Number: 

Date Received: 

Received by: Worked by: __________________ _________Qc’d by: 

Time Received:
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PAGE TOTAL: $______________

PAGE TOTAL: $______________

STAFF ONLY
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$_________DEPARTMENT RUSH(price doubled) 

Department job Approved
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No borderless printing.
1/4” uneven borders around all sides of print.
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Fixed Width
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PRINTER

Listed File Name(s) must match 
uploaded files (e.g: design1.jpg)
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Budget Poster 36” Roll Resize
To Fit
Paper
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page page

      -      

page page
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page page
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page page

B&W Toner Printer

$0.75 / Running Inch $0.35 / Running Inch

Color Inkjet Printer
(best for line images)

Color Bond
Bond
Vellum

Color Bond
Bond
Vellum

Color Bond
Bond
Vellum

Color Bond
Bond
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Color Bond
Bond
Vellum5.
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