
 Joint Reprographic Service - Standard Requisition

	Information about you

	
	

	Your Name
	     
	Advance booking Ref.
	     

	Room number
	     

	Extension
	     

	E-mail address
	     

	Council


	 FORMDROPDOWN 



	Cost Centre code
	     

	Section/Program area
	     

	
	

	Date Information
	

	
	

	Today’s Date
	28 March 2007

	Date Required
	     


	Time Required
	16:00


	Despatch Method
	 FORMDROPDOWN 



	Job Detail
	

	
	

	Title of Job Sent to JRS
	     

	
	 FORMCHECKBOX 
 Black & White
	 FORMCHECKBOX 
 Colour

	Sent direct to printer?
	 FORMDROPDOWN 


	Number of Copies
	1

	Number of Pages
	     


	Copied to size
	 FORMDROPDOWN 


	Onto paper colour


	 FORMDROPDOWN 
   FORMDROPDOWN 
   FORMDROPDOWN 
   FORMDROPDOWN 
   FORMDROPDOWN 


	
	 FORMCHECKBOX 
 Double Sided
	 FORMCHECKBOX 
 Uncollated (stacked)

	
	 FORMCHECKBOX 
 Single Sided
	 FORMCHECKBOX 
 As presented or indicated

	Finishing Detail
	
	

	
	
	

	 FORMCHECKBOX 
 Staple Top Left
	 FORMCHECKBOX 
 Staple Landscape
	 FORMCHECKBOX 
 Drill landscape

	 FORMCHECKBOX 
 Drill top left
	 FORMCHECKBOX 
 Drill x2
	 FORMCHECKBOX 
 Drill x4

	 FORMCHECKBOX 
 Coil bind
	 FORMCHECKBOX 
 Slide bind
	 FORMCHECKBOX 
 Tape bind

	 FORMCHECKBOX 
 Side stitch
	 FORMCHECKBOX 
 Centre stitch
	 FORMCHECKBOX 
 Laminate

	 FORMCHECKBOX 
 Fold
	 FORMCHECKBOX 
 Pad
	 FORMCHECKBOX 
 Other (please specify)


	Additional Information – Please use this space to expand on the information you are providing

	     

	


Save this on your PC before using









