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                        Johnson County Community College                                             Job# _______________________
	Document Services Request Form

	  FORMCHECKBOX 
   Desk Top Publishing                                FORMCHECKBOX 
   Test 

	Phone #
	Cost

Ctr.  #
	First Name
	Last Name
	Description
	Date

Ordered
	Due Date

	      
	       
	       
	       
	   
	       
	     

	# of Pgs

Sent
	Quantity

Desired
	Format Desired
	Delivery Method  
	Time

Needed
	Deliver to
Bldg/Room   /Box #

	      pgs.
	        
	  FORMCHECKBOX 
 Front Only           FORMCHECKBOX 
 Mixed 

  FORMCHECKBOX 
 Front/Back
	   FORMCHECKBOX 
 Deliver         FORMCHECKBOX 
 I will pick up

   FORMCHECKBOX 
 E-mail 
	          FORMDROPDOWN 

	       /      /        

   FORMCHECKBOX 
 Postal           
       Service   Mail Date

	  Paper Weight
	Paper Color
	Finished Size
	                                   
	

	  Business Cards

	       
	       
	
	

	Instructions to Document Services

	  FORMCHECKBOX 
 Collated
	  FORMCHECKBOX 
 Uncollated
	
	   
       I certify that I have received the necessary permissions for    

   the use of copyrighted material contained in this publication   

   or that  such material falls within the Fair Use Guidelines of 
   the U.S.  Copyright statutes.

_____________________________________________________

          Signature                                                                  Date 


	  FORMCHECKBOX 
 Staple 1(upper left)
	  FORMCHECKBOX 
 Staple 2 (left side)
	  FORMCHECKBOX 
 Landscape
	

	  FORMCHECKBOX 
 3 Hole Drill        
	

	  FORMCHECKBOX 
 Cut to                        Size
	

	  FORMCHECKBOX 
 Fold Letter
	   FORMCHECKBOX 
Fold Special        
                           (Describe)
	

	  FORMCHECKBOX 
 Saddle Stitch
	  FORMCHECKBOX 
 Plastic Coil Bind
	

	  FORMCHECKBOX 
 Shrinkwrap
	  FORMCHECKBOX 
 Laminate
	

	  FORMCHECKBOX 
 Number (Start with #      )
	

	 FORMCHECKBOX 
 Pad (#        sheets per pad)
	

	  FORMCHECKBOX 
 Tab (mail)
	

	Submit via e-mail:


1.  
Fill out the form with your specific instructions



2.  
Attach a copy of the form along with the appropriate 




files and send to docserv@jccc.edu
Submit  via campus mail:



1.  
Fill out the form with your specific instructions and 




then print



2.  
Attach a copy of the form, along with hard copies of the 


appropriate files, and mail to BOX 59

Remember to Allow:     

2 
days for Desktop Publishing & Proofreading (10 pages or less)

2 
days for Copy and Digital Duplication and Finishing

7-10 
days for Offset Press and Bindery
	











