
                              

       

     

Job Number: ________ Required Information * 

                              

                      NOTICE: WARNING CONCERNING COPYRIGHT RESTRICTIONS 
The copyright law of the United States (Title 17,  United States Code) governs the making of photocopies of copyrighted material. Under certain conditions specified in the law, librarians and authorized to furnish a photocopy or other reproduction. One of these specified 
condition 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 other 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 the copyright law 

Name * Ext.* Dept                               

                                                            

                                                                                          

Charge to acct. # ** 

Date submitted Date required * Job name 

# of original pages * Number of copies Yield (if cutting ) 

Your Document  

1 Sided 

2 Sided 

1 and 2 sided  (Mixed) 

Color  originals 

                                       
 
 

                                          
  

    

Instructions for Completed Document 

1 Sided 

Copy same as originals 

Paper 

3 Hole white / 8. 5” x 11” 

Color paper / 8. 5” x  11”  _________________ 

Plain white /   8. 5” x 14” 

Plain white / 11” x 17” 

Color paper / 8. 5” x 14”  _________________ 

Finishing 

Plain white /   8. 5” x 11”         

Tabs       

Covers / color _________ 

Uncollated 

Stapled (Upper left corner) 

Dual stapled 

Landscape  stapled  

Saddle stitched booklet 

Comb binding (Plastic spines)  

Cover printing        Front       Inside front        Back       Inside back                    

Card stock / color __________      

Folding /        Letter         Z fold 

       Hold: will call back 
 
         Return via campus mail 
         to __________________ 
     
         DISTRIBUTE  TO 
 
         HC Students 
      
         HC Faculty 
      
         HC Staff 
      
         HC Administration 

Distribution 

Cutting  ________________________ 

Collated 

Transparencies 

        HAVERFORD DIGITAL PRINT CENTER 

Letterhead 

1 
 

1 
1 

1 

2 Sided 

Client Supplied Paper 

Table Tents 

 
 
 
B 

A A 

B 

       4 up 

Card stock / color 

Perfect binding 

      Clear covers 

Book Finishing   

Color paper / 11” x 17”    ___________________ 

Flash Drive / C D 

ALL B/W COPIES  8.5 X 11, AND  8.5 X 14 ON  WHITE PAPER ARE $0.05 PER IMPRESSION. ALL B/W COPIES ON 11 X 17 ON WHITE PAPER ARE $0.10 PER IMPRESSION  

ALL COLOR PAPER, CARD STOCK, AND SPECIAL  FINISHING INCUR AN ADDITIONAL CHARGE. PER BELOW 

________8.5 x 11 Pastel Paper $0.02 per sheet_________ 

________8.5 x 11 Brite Hue Paper $0.02 per sheet_________ 

__________11 x 17 Pastel Paper $0.02 per sheet_________ 

PAPER 

________8.5 x 14 Pastel Paper $0.02 per sheet_________ 

__________11 x 17 Photo Paper $1.30 per sheet_________ 

CARD STOCK 

________8.5 x 11 White Card $0.02 per sheet_________ 

________8.5 x 14 White Card $0.06 per sheet_________ 

________11 x  17 White Card $0.09 per sheet_________ 

________8.5 x 11 Pastel Card $0.03 per sheet_________ 

________8.5 x 11 Brite Hue Card $0.04 per sheet_________ 

________8.5 x 14 Pastel Card $0.10 per sheet_________ 

________11 x  17 Pastel Card $0.10 per sheet_________ 

________11 x  17 Photo Paper $2.00 per sheet_________ 

COLOR CHARGES  (per impression) 

________8.5 x 11 Color Copy $0.40_________ 

________11  x 17 Color Copy $0.80_________ 

________8.5 x 14 Color Copy $0.40_________ 

BINDING CHARGES  

________Perfect Binding $0.50 each_________ 

________Comb  Binding $1.00  each_________ 

________Coil Binding      $2.00 each_________ 

FINISHING CHARGES  

________Transparencies $0.50 each_________ 

________Clear Covers     $0.50 each_________ 

________Laminating       $1.00  each_________ 

________5 Part White Tabs  $0.50 each_________ 

________Stapling (per staple)

________Folding  (per fold)   $0.01each_________ 

________Cutting (per cut)     $0.01each_________ 

________3-Hole Punch           $0.01each_________ 

    
 

  
Initial ________________________ 
 
 
 
Final  ________________________ 
 
 
 
 
 
Rejects _______________________ 
 
 
 
 
 
 
 
This job was completed by: 
 
  
 
 
 
Date: _____________________   
 
 
 
 
Operator: _____________________ 

Operator Information 

Special Instructions 


