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Goal
To be a superior provider of Graphic Arts communication tools that serve to advance the
education of all students, and to effectively communicate and support the academic and
administrative function of East Baton Parish School System.

To achieve the highest level of satisfaction for both internal and external customers.

To develop communication tools and apply knowledge of both traditional and
digital printing technology in the creation of high quality, effective documents.

To provide services to the schools and other departments in a timely and efficient
manner enhancing their ability to maximize effectiveness of services provided to the
community.



Pa per Types:

Bindery Services:

Your Printing & Design Specialists

GraphicArtsArts

Your Printing & Design Specialists

REQUEST FOR PRINTING SERVICES

GRAPHIC ARTS DEPARTMENT

EAST BATON ROUGE PARISH SCHOOL SYSTEM

Phone: 226-7601     F
ax 226-7606

Please provide an original hard copy of each job

and on disk if possible for best quality. C
all Graphic Arts for

questions regarding special paper selections

Name/Title of Job       
       

       
       

       
       

       
       

       
       

       
       

       
       

       
         Job #

Use one (1) request form per job

Date Ordered       
       

       
       

  Date Needed       
       

       
       

  Phone       
       

       
       

   Fax

Employee Requesting Printing       
       

       
       

       
       

       
   Dept. or School

Authorized Signature
Director/Supervisor or Deputy Superintendent – Principals are authorized to sign for printing charged to schools. 

Funding Account # to Charge
Required (not applicable for printing requests which are paid for by the schools)

PRINTING: Number of Originals       
       

      Q
uantity       

       
       

    One Side     
Two Sided      #

 of Originals  per Page

FINISHED PAPER SIZE:
8.5 x 11   8.5 x 14   11 x 17  Other (Specify)      

       
       

      
Finished Fold/Cut Size

TYPE OF PAPER:
Regular 20# Paper – White       

 Regular 20# Paper – Color

NCR Carbonless
(2-5 Parts)

60# Paper - White       
60 # Paper - Color

70# Paper - White       
70 # Paper - Color

Other (Specify)

Card Stock – White       
Card Stock – Color

Other (Describe)

Envelopes (Plain)      
 Envelopes (Window)      

  Other Envelopes (Describe)

BINDERY:

Collate    
Staple (Left Corner) (Side) (Top)

Fold   Cut   
Cut      

    to a page    Drill/Punch (Send Sample)

GBC Bind       
Tape Bind       

Spiral Blind       
Pad in Sets of      

       
       

       
 Total of Pads

SPECIAL INSTRUCTIONS:

Graphic Arts Use only

Date Received       
       

       
       

Impressions       
       

       
       

Sheets       
       

       
       

  INKS:   Black    
Color(s)

Stock       
       

       
       

       
       

       
       

       
       

       
       

       
       

       
   In Stock       

Ordered Date/Vendor

Package(s)      
       

       
       

       
       

 Total Amount of Invoice       
       

       
       

       
       

       
   

 Invoice #

SPECIAL INSTRUCTIONS:

Printed By:      
       

       
       

       
       

       
       

       
       

       
       

       
       

       
       

         Box(es) / Package(s)

Received By:

Date: 

Verified Pickup:

All That Apply

New Job

Revised

Re-print

Typeset

Design

83-2-33

Revised 2/2006

White & Canary Copy-Graphic Arts       
       

     P
ink Copy-Receiving/Delivery       

       
   

Goldenrod Copy-Originator/Customer

We are here to serveYOU,
and the process begins

with a print request form.
Need Some? Please call us at

226-7601 or 226-7629
(Office Hours:  8:00 a.m. - 4:30 p.m.)

Photo from left to right: Amy Maggio, Kathy Ellis, Lonnie Hankton, Bobbie Devall, Nicole Sain, Sharon Mayeaux, Jessica Creel

Graphic Arts Services:
Full Color Copies
Business Cards (Administrators Only)

DocuTech Services:
Black and White Printing Only
Tape Bound Documents
Booklets Folded and Stapled
Course Directory, etc.
Newsletters

Offset Printing Services:
1 or 2 Color Printing (Spot Color)
Carbonless Paper – 2, 3, 4 and 5 Parts
Letterheads and Envelopes
Brochures
Booklets
Newsletter Templates
11” x 17” Maximum Paper Size 

Pa per Types:
20# White Paper
20# Colored Paper
110# White Index
110# Colored Index
Carbonless Paper:

2, 3, 4 and 5 Parts
* Special Paper can be ordered

Bindery Services:
Folding Machine
3 Hold Punch
Padding
Binding:

GBC
Spiral
Tape

Cutting and Trimming


