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For Service Call 214-373-7989

Client Name______________________________   Phone # _______________________________

Contact Name____________________________    Fax #___________________________________

Address__________________________________   Email address:__________________________

City, State, Zip_________________________________  Date  Rec’d: ___________ Due Date___________







   
           

COPYING INSTRUCTIONS/CONFIRMATION FORM

      Copying:    

          ______Black & White                    _____ # of Copies      _____2 side to 2 side    _____2 side to 1 side   

          ______Color                                   _____Copy Post-it Notes/File Folders             _____Copy Tabs

        _____Color to B&W                     _____Oversized              

        Finishing:

       _____Staple or Clip per originals     ______Insert Tabs        Type of Tabs:________________________

        _____ Card Stock                            Color:______________   

        _____Insert Slip Sheets                   Color:______________

        Binding:

       _____GBC                     _____Coil                 _____3-Hole Punch             _____2-Hole Punch 

        Covers:

       _____Front  (Clear or Cardstock)           _____Back  (Black, Clear or Cardstock)

        Bates Numbering:

       _____Scanner Stamped      Numbering Sequence:____________________________

         X-Rays:

        _____Analog Films    ______# of copies

         _____Digital Films     ______# of CDs

Finishing Instructions:

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

 Approved by:
                                      


Signature:

 _______________________________



_________________________________

Date:

________________________________

Payment Methods accepted

Check your payment method: *
Credit Cards:    Visa     ,  Mastercard   ,  American Express   ,   Discover  

Check   

*Payment is due upon completion of project
  





  











