Lone Star College - Montgomery
Office of Student Life

Printing Request Form

[bookmark: Text1][bookmark: Text2]Today’s Date:      		Print job name:      

Contact information for print request:

[bookmark: Text3][bookmark: Text4]Name:      			Dept/organization:      

[bookmark: Text13]Budget code to be charged for printing:      

[bookmark: Text16][bookmark: Text17][bookmark: Text18]Campus phone:      	Email:      	Date needed:      

Size*: 	
[bookmark: Check1][bookmark: Text14][bookmark: Text15]|_| 18”x24” heavy-weight paper: $4.50 x       copies		= $      
[bookmark: Check2]|_| 24”x30” heavy-weight paper: $9.00 x       copies		= $      

[bookmark: Check3]|_| Full-color background: $2.00 x       copies		= $      
(Full-color background incurs an additional cost of $2 per poster.) 

[bookmark: Check4]|_| 8.5”x11” color printed flyers:  $0.25 x       copies		= $      
|_| 8.5”x11” black & white copies:  $0.035 x       copies	= $      

								TOTAL:     $      

*additional price per inch beyond designated dimensions applies. 

TO BE COMPLETED BY OFFICE OF STUDENT LIFE:

[bookmark: Text7][bookmark: Text10]Date request submitted:      		Customer contacted (date/time):       

[bookmark: Text8][bookmark: Text9]Date project completed:           		Staff Initials:      


By signing below, I understand and agree that my department/organization will be charged for the print projects requested above.  I agree to supply Student Life with an electronic version of my project (preferably an MS Publisher or PDF file), and understand that the Office of Student Activities is not responsible for grammatical or editing errors (as submitted) on my project.  My signature indicates my understanding that the file given to Student Life by me is the EXACT copy of what will be printed.


[bookmark: Text12]     		     	
Signature	                                                                     Date


     		     	
Joseph Maurer, Program Manager - Student Life                                              Date

Revised 2/2/2010
