Print Shop Job Ticket
Scan with originals to the Print Shop located at Louis M. Klein Middle School. 

Today’s Date:      
Document Title:      
Requestor:      
Phone:      

Date Job Needed:      
You can check boxes electronically by clicking on the open square or mark in pen on hard copy
School:

 FORMCHECKBOX 
Harrison High School

 FORMCHECKBOX 
Parsons Elementary

 FORMCHECKBOX 
Louis M. Klein Middle School
 FORMCHECKBOX 
Purchase Elementary

 FORMCHECKBOX 
Harrison Ave. Elementary

 FORMCHECKBOX 
Central Administration



 FORMCHECKBOX 
S. J. Preston Elementary



Department:       
Security:   FORMCHECKBOX 
 Secure
 FORMCHECKBOX 
 Not Secure

Number of Copies Needed:       
Number of Pages in Original Document:       
Paper Size:   FORMCHECKBOX 
 8 ½ x 11(letter)      FORMCHECKBOX 
 8 ½ x 14 (legal)      FORMCHECKBOX 
 11 x 17 (tabloid)

Paper Type/Color:   FORMCHECKBOX 
 White (standard 20lb)      FORMCHECKBOX 
 Transparency      FORMCHECKBOX 
 Yellow      FORMCHECKBOX 
 Blue
         FORMCHECKBOX 
 Green      FORMCHECKBOX 
 Pink      FORMCHECKBOX 
 Cover Stock Maroon      FORMCHECKBOX 
 Cover Stock Blue
Layout:   FORMCHECKBOX 
 2-Sided (default)      FORMCHECKBOX 
1-Sided



[image: image1]
 FORMCHECKBOX 
 1 Staple
              FORMCHECKBOX 
 2 Staples       FORMCHECKBOX 
 Saddle          FORMCHECKBOX 
 3 Hole 
 FORMCHECKBOX 
 Tri-   
      Stitch                Punch               Fold

      Booklet        
Color Printing:  



 FORMCHECKBOX 
Cover Only in Color

Principal/Supervisor Approving: 
 FORMCHECKBOX 
Entire Document in Color    
All color printing must be sent to the Print Shop by





 the approving Principal/Supervisor 
Additional Instructions:

� EMBED Visio.Drawing.5  ���
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