
DEPARTMENT OF INFORMATION TECHNOLOGY

GRAPHICS DIVISION

Requisition No.                                                                                                                        

Submitted Date                                                 Requested Date                                             

Name                                                               Phone                                Fax                      

Department                                                       Division                                                         

                                                                                                                

Authorized Signature Required

PROJECT NAME                                                                                                                                                                                                   

q DESIGN DEVELOPMENT / ARTWORK

q WEB EDITING                                                                                                                                                       

q DIGITAL PRINTING Quantity      _          Paper        __        Card Stock          ___         q Black/White q Full Color 

Flat Size                        Finished Size                    Weight: q 20 lb.  q 24 lb. q 60 lb. 

q Certificate bond       q Tomahawk      q Other                                              

q FINISHING 

q One Side      q Front & Back     q Collate               q 3 Hole Punch          q Cardstock Covers 

q Scanning   q Tabs:                Set(s) of                q Slip sheets

q Pads           q Small Pad              q Large Pad

q Cutting         q Scoring      q Folding            q Perforating

q Staple         q Staple Top Left  q Saddle Stitch     q 11X17 to 8.5X11     q 8.5X11 to 5.5X 8.5

q Tape Bind   q Black q White    q Spiral Bind     q Velobind

q Envelopes  q Business(#10) q Invite(A7)           q RSVP(A2)              q Mechanical Insertion

q MAILING E-mail your mailing list and instructions to Mailman (mail@westchestergov.com) Mailing Acct #                                

ADDITIONAL INFORMATION         

                                                                                                                                                                                                                            

                                                                                                                                                                                                                            

q CALL FOR PICKUP:                                                                                                                                                

q DELIVER TO::                                                                                                                                                 

                                                                                                                                                                                  

q PRESS PROOF

ATTN:               

                       

Dept.

Dept.

Fund

Fund

Unit

Unit

Sub-Unit

Sub-Unit

Object

Object

Function

Function Activity Trust account

Operating

Grant G R N T G R N T

Rev. November 2015

_________________
Graphics Job Number

Enter either operating or grant accounting codes. On a given line, ALL categories are required so every box must be filled.

Jobs will not be processed without a complete set of codes and an authorized signature.

- or - 
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