CenZial

Serving The Legal And Business Professions Since 1946

(214) 720-9000

Firm Name

FAST, ACCURATE, CONFIDENTIAL

REPRODUCTION COMPANY

DALLAS - TEXAS

Today’s Date

Address

Date Needed

Ordered By

ORush OASAP OTime

Client/Matter

Telephone Ext.

Deliver To: OReceptionist/ Floor #

Number of Copies Requested

OMy Office / Floor #

CCopy Center / Floor #

COPYING

RECREATE: Exactly As Originals
Size For Size, Color For Color, Bound As Original
NO FURTHER INSTRUCTIONS NECESSARY

All Copies Letter Size
LIAIl Copies Size For Size As Original
[ISingle Side All Copies
LITwo Side All Copies

OCopy Only Tagged  Tag Color

DOCUMENT NUMBERING
Start Number Suffix

[INo Space
[lLabel Originals First [lLabel Copies

[ILabel Everything (File Folders, Tabs, Post-its, Etc.)
[ILabel Documents Only

Prefix
[ISpace

OcCopy Only Clipped
OcCopy All Post-it Notes With Writing
OcCopy Tabs

Linsert New Tabs

Oinsert Color Slip Sheets For Tabs

OVERSIZE - MAPS / SURVEYS
COMake Copies Same Size As Originals
OOReduce Copies To

COLOR COPIES / LASER PRINTS

1 Per Page Oseveral Per Page

BINDING Paper Size Needed: OLetter OLegal [O11x17
Ovelo Bl_nd (Plastl_c Str_lp) |:|3-R|r_19 Blr?der | Want Items Enlarged To:
OGBC Bind (Plastic Spiral) [Closing Binder
OBind As Original OAcco Bind Top
OBind Original ODeposition Bind Ooax3s O30 4-(I)—RIAIE|3I’56X:|£;BITI§Oth
OODo Not Bind Original Oother: % x x er
OBlack & White CcColor
_ _ F_INISHING ) o COMount on Foam Core Do Not Mount
[J3-Hole Drill Copies (Side) [13-Hole Drill Originals
J2-Hole Drill Copies (Top) [2-Hole Drill Originals IMAGING
CIclip Copies Onl Cclip Originals Onl
b Lopies Unly b Loriginals Lnly Osave As TIFFFile  CIConvert To PDF File OCR

[IStaple Copies Only Ostaple Originals only

[IReclip & Restaple Originals
[IStaple & Clip Copies As Original
[IDo Not Staple Or Clip Copies
[IDo Not Staple Or Clip Originals

MEDIA DUPLICATION

OVHS Tape O Compact Disk

Ostandard Cassette OMicro Cassette

SPECIAL INSTRUCTIONS




