	ACS PRINT DUPLICATION FORM




Requested by _Click or tap here to enter text._ 	Ext._Click or tap here to enter text._

Department _Click or tap here to enter text._ 	Cost Center # _Click or tap here to enter text._

Date Submitted _Click or tap to enter a date._ 	Due Date _Click or tap to enter a date._

Deliver Job to _Click or tap here to enter text._	Approved by _Click or tap here to enter text._

IMPORTANT:
Please check one of the following: (See note below for exceptions*)
 Exempt from approval	 Approved by _Click or tap here to enter text._	Ext._Click or tap here to enter text._

*With exception for duplication of items like agenda books and handouts for committee or small-group meetings, all ACS branded printed material to be published must be submitted to the Integrated Communications Department for approval of editorial content, graphic design, and production. 
In general, desktop publishing software is not to be used by individual departments or staff of ACS. 
In rare instances when a department other than Integrated Communications does use desktop publishing to produce ACS branded material, it must go through a two-stage review process before printing production. First, the content must be reviewed and approved by Integrated Communications, and second, the page layout and graphic presentation must be reviewed and approved prior to production.	- ACS Guidelines for Communications Projects Memo, October 1999

JOB TITLE:_Click or tap here to enter text._

	Items
	No. of pages
	2-sided originals
	No. of copies
	Type of Paper
	Size of Paper
	Color of Paper
	1-sided
2-sided

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Negatives _____	Size _____	Ink _____	Lbs _____	Signatures ___________________________

Metal/Plastic Plates _________________	Sheets/Size/Up ___________________

  Z-Fold				  Punch				  Laminate
  Letter Fold				  Collate				  Staple    Landscape
  Bi-Fold				  Pad					  Cut to Size __________________
  Tape Binding			  Shrink Wrap			  Score/Perf
  Saddle Stitch			  Slip Sheet _____________	  Tabs _______________________

SPECIAL INSTRUCTIONS:

Click or tap here to enter text.

Please attach this form to your Office Services – Duplication/Print Order Zendesk request ticket.FOR INTEGRAED COMMUNICATIONS DEPARTMENT USE
Job No. _Click or tap here to enter text._
Artwork/Originals:
☐ Camera-Ready Originals   ☐ Digital Files
File Location:  I:/dept/cprint/ __Click or tap here to enter text.__
FOR OFFICE SERVICES USE
Date Completed _______________________

Operator ____________ Copier ___________

