 
Copy Centre Printing Job Request

copy@unitec.ac.nz
PRINTING
	Single sided S/S or Double sided D/S:
	

	Document B/W or colour:
	

	Cover B/W or colour:
	

	Document size:
(A5, A4, A3, A2, A1, A0 CUSTOM)
	


PAPER
	Cover material (paper/card):
	

	If card, what colour:
(this may vary depending on availability)
	

	Paper stock: Normal or
(120,160, 200, 250 or 350gsm)
	


FINISHING
	Corner staple or 2 side staples:
	

	Drilling (2, or 3 holes)
(drilling is only compatible with corner stapling)
	

	Fastback, wire, or spiral bind:
	

	If binding PVC front YES/NO:
	

	A4 Booklet (A3 folded into A4):
	

	A5 Booklet (A4 folded into A5):
	


	Other special requirements:
	

	Total number required:
	


Please fill all fields on this section otherwise; job will be delayed, if not applicable please put N/A.


We cannot guarantee a specific time of the delivery of your job, if urgent please pick up.


Please supply PDF files for printing.





Date Required:�
�






Name:�
�
Phone number:�
�
Department name:�
�
Charge code:�
�
File name:�
�
Proof required (Yes/No):�
�
Exam (Yes/No):�
�






Pick up (Yes/No):�
�
Pick up time:


(24hr minimum turnaround time or urgent fee may apply)�
�






Delivery (Yes/No):�
�
Waitakere/Mt. Albert:�
�
Building no. for delivery:�
�









