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(Specify)

ORIGINATING OFFICE REQUISITION NUMBER

PERSON TO CONTACT PHONE AGENCY CODE

APPROPRIATION NO. DATE SUBMITTED

ALLOTMENT NO. DESIRED DELIVERY DATE *

OVERTIME
AUTHORIZED

TITLE OR DESCRIPTION OF JOB

QUANTITY (Units of Finished Product) FINISHED PRODUCT (Check one)
Blank Forms
(Sheets)

Sets Pads or
Tablets

Books or
Pamphlets

SERVICES REQUIRED (Check one)

PRINTING

COMPOSITION

OTHER
(Specify)

*(Use appropriate Specification Sheet, if necessary)

GRAPHICS

ADDRESS/MAILING

FORMS PREPARATION

PHOTOGRAPHY

SLIDES

PRINTS

GLOSSY

B&W

COLOR

OTHER

MATERIAL SUBMITTEDQUANTITY EACHSIZE

AMT.

COMPOSITION AND PROOF

BINDERY

REQUESTED PROOF DATE

DEPT. HOLD (Workdays)

OTHER

TYPE FACE

PT. SIZE

LEADING

TYPE PAGE WIDTH

NO. OF COLUMNS

TYPE PAGE DEPTH

JUSTIFIED UNJUSTIFIED

PRESSWORK

OFFSET

DUPLICATING

COPYING

OTHER

TOTAL ITEMS SUBMITTED

OTHER (Specify) CONTINUOUS TONES

LINE ILLUSTRATIONS

HALFTONE NEGS

CAMERA COPY

NEGATIVES

NO. OF FINISHED PAGES
(Including Blanks)

PAPERSTOCK AND INK COLOR

MARGINS (Unless otherwise marked)

TEXT STOCK

INK

COVER STOCK

INK COLOR(S)

TOP

CENTER

BOTTOM

OTHER

FINISHED SIZE

8 1/2 X 11 OTHER
(Specify)

PADDING

LEFT

TOP

SIDE

SHEETS IN PAD

SHEETS IN SETS

SETS IN PAD

NO. OF PADS

SALES RECOMMENDED TO SUPDOCS

YES (attach form 3868) NO

POSITION OF TEXT

HEAD TO HEAD

HEAD TO FOOT

HEAD TO SIDE

ONE SIDE ONLY

BINDING
LEFT SIDE
(2 Staples)

SADDLE

FOLD &
PASTE

UPPER LEFT

(1 Staple)

OTHER

PERFECT
BIND

TRIM 4
SIDES

PERFORATE

ASSEMBLE
ONLY

(No. of
holes (Diam)

(Inches Center
to Center)3 RING BINDER

ACCO FASTENER

PLASTIC COMB

OTHER

PUNCH

ADDITIONAL SPECIFICATIONS AND REMARKS
(Use Separate Sheet If Necessary)

This work is necessary to the conduct of business of this office. I certify that sufficient funds
were alloted for this obligation and are available for this purpose.

REQUESTED BY (Signature)

APPROVED BY  (Signature)

BUDGET OFFICER (Signature)

* HEADQUARTERS REQUESTS FOR DELIVERY IN LESS THAN THREE WORKING DAYS FROM PVSB, DAS, MAY BE ASSESSED WITH A SURCHARGE

PACKAGING

ADDRESSING AND MAILING

DELIVER TO

WRAP

TIE

OTHER (Specify)

CARTONS

BAND IN SETS

SUITABLE

ALL MAILING WILL BE THE LEAST EXPENSIVE CLASS
UNLESS OTHERWISE SPECIFIED

QUANTITY (Copies) MAILING KEYS (Specify Keys)

MAILING KEY MAINTENANCE

PREPARE MAILING LABELS ONLY

PREPARE LABELS & MAIL

LABELS FURNISHED, MAIL ONLY

MASTER LISTING

OTHER (Specify)

QUANTITY AGENCY/DIVISION BLDG

Created by: PSC Media Arts Branch (301) 443-2454

PHOTOGRAPHY

AGENCY

RETURN ALL MATERIAL FURNISHED
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