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DIGITAL PRESS PRINTING

IMPORTANT: Filling out the digital press print order completely will aid in expediting the production of your order.
* See instructions on back of print order *

ORDER DESCRIPTION

(Please provide a brief description of your order. This is to help us correctly identify your order.)

QUANTITY:

2” x 3.5” BUSINESS CARDS

(please fill out this section for business card orders only)

CARD STOCK: UV COATING:

Order being submitted via: QUPress QFTP Qemail QFax QOOther
Proof requested?: QHard Copy Proof (ODigital (PDF) Proof (ONone Needed

BOOKS (please fill out this section for book orders only)

O 100# Gloss ONo
O 100# Linen O Yes
O 100# Pearl

11” x 17” POSTERS

(please fill out this section for 11x17 poster orders only)
PAPER STOCK: UV COATING: 2-SIDED:

PAGE COUNT: (not including covers) O 100# Gloss ONo ONo
BOOK SIZE: BINDING STYLE: COVER STOCK: UV COATING: 818% }L)mef O Yes O Yes
0857 x 117 OSaddle-Stitched O 100# Gloss ONo car
05.57x8.5” OBlack Plastic Coil O 100# Linen O Yes 8.5” x 11” BROCHURES
QO Other QO Perfect Bind O 100# Pearl (please fill out this section for brochure orders only)

CALENDARS (please fill out this section for calendar orders only) (O 24 Pages

STYLE:
OBi-Fold (4-5.5"x 8.5” panels)
QOTri-Fold (6 - 3.6” x 8.5 panels)

: . . 28 P
BINDING STYLE: O Saddle-Stitched O Black Plastic Coil 832 Pzg:z
FOLDED CARDS (please fill out this section for folded card orders only)

ACCORDION CARDS

(please fill out this section for accordion card orders only)

o5 x7 O 100# Gloss ONo O 100# Gloss ONo O2x3%k
O Other O 100# Linen O Yes O 100# Linen O Yes (6 Pancls)
4'/x5Y,
O 100# Pearl O 100# Pearl O(4 3t

FLAT DUPLEX CARDS (please fill out this section for flat duplex card orders only) | BOOKMARKS

CARD SIZE: CARD STOCK: UV COATING:
O5x7” QO 100# Gloss ONo
067x9” O 100# Linen O Yes
Q Other QO 100# Pearl

PLEASE SEE REVERSE SIDE

for additional information or to include special instructions

(please fill out this section for bookmark orders only)
CARD STOCK.: UV COATING:

O 100# Gloss ONo
O 100# Linen O Yes
O 100# Pearl



INSTRUCTIONS for completing a Digital Press Print ORDER FORM

For your personal records, keep a copy of this and completed order forms. When you call to inquire about the
production status of this job, you will need your 4 digit customer #.

* Please be sure to carefully proof your document for spelling and content before submitting your order.
+ If sending a digital file via FTP, email or Digital Media Storage (cd/dvd) please be sure to include
all image files and fonts used.

1. Customer Information: Fill out this section completely. Be sure to put your telephone number and
email address where you can be reached for questions.

[\

. Shipping: Fill out the shipping instructions that apply to your order.
3. Order Description: Please provide a brief description of your order. (ex: “Smith Elementary Yearbook™)

4. Please be sure to accurately list your desired quantity. We do not include overprints, be sure to order enough
to stock your own sample supply.

5. Please be sure to indicate what proofing method you’d like to use. By default, no proof will be issued.
If you would like a hard-copy proof, it will be produced and shipped (standard shipping) at no charge.
The customer will be responsible for any fees associated with expedited shipping methods (if requested.)
PDF digital proofs can be produced and emailed at any time without any additional cost.

6. Fill out the appropriate box for your order. Please take note to review all available options for your
document and clearly indicate your choices.

J

. Please fill out & submit one “Digital Press Print Order” for each order you place.
6. Be sure to include any special instructions or requests on the lines provided below.

Special Instructions:






