DIGITAL DOCUMENT DIVISION JOB REQUEST

*TITLE OF THIS PRINT JOB

*DATE REQUESTED *DATE NEEDED NO AsAP [INVOICE #
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*Required Fields FOR QUESTIONS PLEASE CALL: 410-396-5741

SHOP USE ONLY

I:I FUND *This is a Required Field (Funds starting with 9 cannot be used)

WORKDAY [ cca COST CENTER *This is a Required Field
WORKTA GS GRT GRANT Only Include when using Funds 2089, 4000, 4001, 5000, 7000
SPC SPECIAL PURPOSE Only Include when using Fund 6000
THIS SECTION IS FOR YOUR CONTACT INFORMATION ONLY
. . # OF IMAGES
YOUR NAME WORK PHONE # CELL PHONE #
# oF COPIES
*YOUR ADDRESS - THIS IS THE ADDRESS WHERE YOU WORK *ROOM #
[ ]Pick-up
*TOP TIER COMPANY (EX. HEALTH, FINANCE, COMPTROLLER, TRANSPORTATION) D DELIVERY - SAME As CONTACT

|:| DELIVERY - DiFFeRENT FROM CONTACT
TyPe DELIVERY ADDRESS HERE

*DEPARTMENT (EX. CLINICAL SERVICES, PROCUREMENT, AUDITS, TOWING)

AUTHORIZING SIGNATURE

Use Drop Down Arrows |:| Provide Estimate Use Drop Down Arrows  Revision 05/01/2024
to select PRINTING before Printing. to select FINISHING H-6

FILES SUPPLIED BY FOLDING

PAPER SIZE STAPLING

# OF SIDES BINDING

INK COLOR PADDING

COLLATION LAMINATION

TABS o Sf‘f)?;;fc,?,‘(’:’s‘ei SHRINK WRAP

1ST PAPER TYPE Type PAPER color here BANDING . S&:Zﬁsei,?,‘?s(ei
2ND PAPER TYPE Type PAPER color here CUTTING Type custom size here
FRONT COVER Type COVER color here DRILL PUNCH Type # of holes here
BACK COVER Type COVER color here NUMBERING Type start # here

NCR (CARBONLESS) Type Nonstandard color order here SCANNING Type final format here
LARGE FORMAT Type size here CD BURNING Type # of CDs here
Type Special Instructions Here Type Warehouse Items & Numbers Here
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