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Grand Total Copies:

Enter # of
copies

Enter
reduction or
enlargement % Bond  Vellum
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 Job Number: ________________

Date Received: ________ / ________ / ________  Time Received: _______:____

Received by: ____________ Worked by: ____________ Qc’d by: ____________

LAST:_________________________________  FIRST:_________________________________ PHONE:__________________________________
STUDENT

DEPARTMENT HEAD
STAFF FACULTY

How many copies of *original media #1?

Staff Only

How many copies of *original media #2?

How many copies of *original media #3?

How many copies of *original media #4?

How many copies of *original media #5?

Same size
copy (✓) 

By submitting this form, you agree that it has been completed to the best of your ability and that PrintFX accepts your
original media with no responsibility for any damages or loss incurred. FIT is not responsible for the policies of PrintFX.

U
pd

at
ed

 M
ar

 2
02

5

ORDER
FORM

2 Easy Steps
1. Enter personal info
2. Complete job details

Check one

Drop off *original media to be copied in D529A. No digital files!
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Total

Copies(✓)

MAJOR:______________________________ INSTRUCTOR’S LAST NAME:_________________________

GRAND TOTAL $___________
(✓) price doubled for RUSH 

New Date & Time: ______________________________________1. Enter Personal Info

2. Enter Job Info

2 EASY STEPS
ORDER
FORM S T A F F  O N LY

Job Number: ____________________

Date Received: ________ /________ /________ Time Received: _______

Received by: ____________ Worked by: ____________ Qc’d by: ____________

GRAND TOTAL $_____________
(✓) price doubled for RUSH 

New Date & Time: ______________________________________

 

Customer Notified : Time Date
Issue:

File missing/won’t open

Missing Paper Type/Size File size doesn’t match paper size

Voice MailSpoke to customer UnreachableEmailed

Solution: Reprint with new instructions Print anyway Cancel Job

New file sent to: pfxorder@fitnyc.eduOther
(circle)(circle)Initials

Issue details:

(circle:)
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