Print Shop – Request Form
For all enquiries please email the Print Shop at PrintShop@cgd.vic.gov.au	
[bookmark: _GoBack]Webstar/how do I/Get a form/Internal forms/MISC/Printshop Request form (Print form for hard copies ONLY)
(Save large documents in T: Drive/Printshop and email Printshop with requirements)
	YOUR DETAILS

	Name:
	[bookmark: Text1]     
	
	Job Name:
	[bookmark: Text4]     

	Unit:
	[bookmark: Text2]     
	
	Date Submitted:
	[bookmark: Text5]     

	Phone:
	[bookmark: Text3]     
	
	Date Needed:
	[bookmark: Text6]     

	PRINT SHOP SERVICES

	Number of copies required
	______________________
	|_| Pick Up
	|_| Deliver to: (Specify)      




Printing 			Stocks						Finishing Jobs			
[bookmark: Check2]  |_| B & W			A4 Size						  Folding				
  |_| Colour			  |_| White Paper				   	    |_|  Half fold				
				  |_| Coloured Paper (Specify colour)		    |_|  U-fold				
										    |_|  Z-fold
[bookmark: Text11]  |_| Single Sided			               										
  |_| Double Sided															 			  |_| Card (Specify colour)      			Stapling
				          						    |_| x1	     |_| x 2     |_| x2 in Booklet fold

  |_| Enlarge  (         %)		A3 Size											
  |_| Reduce (         %)		  |_| White Paper									
										  Binding (with clear front & back card)
										    |_| Comb binding 
Scanning File Type		A5 Size					   	    |_| Other stocks (Please supply)
  |_| PDF				  |_| White Paper/Card (Please circle)
  |_| JPEG														
  |_| BMP														
  |_| TIFF 			Special Stocks					  Laminating
				  |_| Letterheads (Please supply)			    |_| ID	     |_| A5     |_| A4     |_| A3
Use				  |_| Transparencies									
  |_|  Web/Presentation	  	  |_| Special stocks (Please supply)							
  |_|  Print									  Trimming														     |_| x Half             |_| x3      |_| x4	
Finished Size_____________												
																									   Hole Punching													   	     |_| x2                   |_| x3      |_| x4	

Other Requirements




PRINTSHOP USE ONLY 
	No of originals
	No of copies printed
	Copy count
	Finishing

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Completed by:
	Date: 



