	CDS PRINT REQUEST FORM

	JOB N0.  MDX

	NAME
	
	DEPT
	
	PHONE
	

	BUILDING
	
	ROOM No
	
	Email
	

	DELIVERY INSTRUCTIONS
	

	DATE SUBMITTED
	
	DATE REQUIRED
	
	TIME REQUIRED
	

	BUDGET CODE
	
	DOCUMENT TITLE
	

	COPYRIGHT
	I confirm that this request falls within the CLA/NLA* Licence and/or* copyright permissions have been obtained where necessary. (* delete as appropriate)
	

	
	Authorisation Signature:       
	

	NUMBER OF PAGES (TOTAL No OF SIDES)
	
	NUMBER OF COPIES
	

	COPYING
	FINISHING

	PRINT OPTIONS
	FINISHED SIZE
	STAPLES:
	WIROBOUND:

	
	B&W 
	
	A6
	
	A2
	
	1 TOP LEFT 
	
	SILVER

	
	COLOUR 
	
	A5
	
	A1
	
	2 LEFT SIDE
	
	BLACK

	
	
	
	A4
	
	A0
	
	SADDLE STITCH
	
	

	
	SINGLE SIDED
	
	A3
	
	
	
	SQUARE BACK
	

	
	DOUBLE SIDED
	OTHER - 
	
	
	
	

	
	OHP
	
	
	
	
	
	

	Please note all copying will be produced double sided unless stated otherwise
	
	BLACK TAPE

(A4 only)
	
	PERFECT BOUND

(Wraparound Cover)

	
	
	
	
	
	

	PAPER COLOUR        
	
	
	DRILL 2 HOLES 
	
	FOLD

	
	
	
	DRILL 4 HOLES
	
	

	PAPER WEIGHT        
	
	
	PERFORATE
	
	FAN APART

	
	
	
	 
	
	PADS

	COVERS
	Please indicate if printed single, double sided or left blank and whether paper, card or acetate 
	
	ENCAPSULATED
	
	LAMINATED

	FRONT             
	
	
	COLLATE (No Finishing)
	
	UN COLLATED

	BACK                   
	
	PAPER ORDERING
	Quantity
	Size
	Colour
	Weight

	COLOUR  
	
	80gsm pack = 500 sheets

160gsm pack = 250sheets
	
	
	
	

	OTHER INSTRUCTIONS


	

	PROOF REQUIRED
	

	HARD COPY
	
	

	PDF
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Email completed request & send with Artwork to MDX@CDS.CO.UK
