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	Work Order Form
norcross.jobs@e-arc.com
6611 Bay Circle Suite 130

Norcross GA 30071

PH-770-209-9137

Fax-770-242-3603



	ACCOUNT #:  

	Sold to:  
	Date Ordered                                                          am/pm

	              
	Date Due/Time                                                      am/pm   



	             
	Project Name:  

	
	Project Number:  

	Deliver Originals to:
	PO Number:

	
	Ordered By:

	
	Telephone:  

	
	

	Deliver Prints to:
	Shipping Instruction:

	
	□ Call For- Pick Up

	
	□ Courier

	
	□ UPS/ Fed-Ex

	
	□ Overnight / ground

	# of Originals
	# of Copies
	TYPE OF SERVICE

	
	
	Large Format Copy

	
	
	Format:
	□ Black & White
	□ Color

	
	
	Print On:  
	□ Bond
	□ Vellum
	□ Mylar (Rt Rd\Rev Rd)

	
	
	Binding:
	□ None
	□ Paper Strip
	□ Screwpost
	□ Staple

	
	
	
	□ 100% Size: ________________________________________________

	
	
	
	□ 50% Size: _________________________________________________

	
	
	
	□ Other: ____________________________________________________

	
	
	Scanning\Digital Format

	
	
	Format:
	□ Black & White
	□ Color                 Size ________________________

	
	
	Resolution:
	□ Low
	□ High

	
	
	Type:
	□ TIF
	□ PDF

	
	
	
	□ Scan to Planwell
	□ CD/ USB (provided)

	
	
	
	□ E-mail 
	_____________________________________________

	
	
	Small Format Copy

	
	
	Format:
	□ Black & White
	□ Color

	
	
	Finish Size:
	□ 8.5x11
	□ 8.5x14
	□ 11x17
	□ 12x18

	
	
	Print:
	□ 1-sided
	□ 2-sided

	
	
	Text Stock:
	□ White
	□  other: ____________________________________

	
	
	Cover Stock:
	□ White
	□  other: ____________________________________

	
	
	Binding:
	□ None
	□ Staple Only
	□ Screwpost
	□ Screwpost/Tape

	
	
	
	□ Plastic Coil
	□ Wire
	□ 3-ring Binder

	
	
	
	□ GBC
	
	

	
	
	Finishing

	
	
	Mounting:
	□ Foam core
	□ Gator Board
	□ other: ____________________

	
	
	
	□ 3/16”
	□ ½”

	
	
	
	□ White
	□ Black

	
	
	Laminating:
	□ 1-sided
	□ 2-sided

	
	
	
	□ 3 mil
	□ 5 mil
	□ 10 mil
	□ Dry Erase

	
	
	
	□ Matte
	□ Glossy

	Special Instructions:


