UCLA MAIL,

DOCUMENT SERVICES REQUEST

555 Westwood Plaza, Level B - 136108 -

x4MDS1 -

+ x71544 « Web -

DOCUMENT & DISTRIBUTION SERVICES

http://www.maildoc.ucla.edu

INSTRUCTIONS: In order to process your request, a valid Recharge ID # and an authorized signature is required.

JOB NUMBER (Document Services use ONLY) DESCRIPTION
DEPARTMENT NAME DATE/TIME IN DOCU SVCS DUE DATE TIME DUE
DEPARTMENT ADDRESS CONTACT EXT FAX
DELIVER TO: HOLD FOR PICKUP? D MAIL CODE SIGNATURE (Required) DATE
RECHARGE ID # FIN CLASS
FS DEPT. # REQ. # orS.D. # LOC ACCOUNT cCc FUND PROJECT SUB T OBJECT SOURCE COST
1
1
CREDIT CARD ORDERS: A deposit of 50% is required
COPIES COLOR XEROX
PAPERSIZE: []8'>x11 [18%x14 [J11x17 []OTHER | PAPERSIZE: []8'>x11 [18%x14 []11x17 [J OTHER
# OF COPIES FOR EACH ORIGINAL [] Black/White Enhanced
# OF ORIGINAL PAGES (Sides) # OF COPIES FOR EACH ORIGINAL
# OF ORIGINAL PAGES (Sides)
] 1 sipED [] 2 siDED
[] coLLatE?  [] RECOLLATE?  #SETS (Original) ] 1 siDED [] 2 siDED
] MACHINE STAPLE? D D E SADDLE STITCH [ cotate? [ STAPLE? # SETS (Original)
# of Staples
PAPER BINDING
TEXT: ] FoLp?  TOSIZE [JcopyiIN [ copyour
[] 20# WHITE BOND (Standard) [ cur? 10 SIZE
[ otHer WEIGHT: COLOR: ] HOLEPUNCH? # OF HOLES [] STANDARD
#PAGES  WEIGHT: COLOR:
[ ] oversizeb [ ] LEFT SIDE (] rRigHTSIDE [ ] ToP
COVERS:
(] HanD sTaPLe? [l sterr [ 2T1op [ sADDLE
FRONT [] ACETATE WEIGHT:
(] tapeBIND? ] write [ BLack [ BLue [ grRey [ BROWN
COLOR: OTHER:
[(Jcoms [Jveto  corors: [BLack [ BLUE [] wHITE
BACK (] ACETATE ] vinyL
COLOR: OTHER: (] OTHER (Specify)

FURNISHED BY CUSTOMER?

SPECIAL INSTRUCTIONS (Please attach sample and/or sheet with additional instructions)

RESERVED FOR ART, PROGRAMMING, HANDTIME, ETC.

Click here to send to Document Services

Click here to clear order entries
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	Departement Address: 
	Contact Name: 
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	Fax Number: 
	Due Date: 
	Hold for Pickup: Off
	8: 
	5 x 11: Off
	5 x 14: Off
	5 x 11 CX: Off
	5 X 14 CX: Off

	11 x 17: Off
	1 Sided: Off
	Collate: Off
	Machine Staple: Off
	2 Sided: Off
	Recollate: Off
	20# White: Off
	Other Stock: Off
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	Acetate Back: Off
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	Top: Off
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	3 Left: Off
	2 Top: Off
	Saddle stitch: Off
	Tape Bind: Off
	White TB: Off
	Black TB: Off
	Blue TB: Off
	Gray TB: Off
	Brown TB: Off
	Comb: Off
	Velo: Off
	Black Velo: Off
	Blue Velo: Off
	White Velo: Off
	Other: Off
	Quantity: 
	Number of Originals: 
	Number of 1 Sided: 
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	2 Staples: Off
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	Object: 
	Project #: 
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	# of Pages: 
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	Front Cover Color: 
	Back Cover Color: 
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	Other Front Cover Weight: 
	Other Back Cover Weight: 
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	Cut Size: 
	Holes: 
	Special Instructions 1: 
	Color Xerox Quantity: 
	Color Xerox Originals: 
	Number of Sets: 
	Color Xerox 1 Sided: 
	Color Xerox 2 Sided: 
	Color Xerox Number of Sets: 
	Special Instructions 2: 
	Special Instructions 3: 
	Other 2nd: Off
	Signature: 
	Text1: 
	Submit: 
	Clear Form: 
	DATE: 


