Print Shop Job Ticket PDF Form

ALL FIELDS MUST BE COMPLETED

This form must be submitted electronically only. Files submitted through IssueTrak are only 5SMB per
attachment. If files are too large to attach to Job Ticket, put it on the “L” Drive (Print Shop) and note
its location under ‘special instructions. AT LEAST 14 WORKING DAYS IN ADVANCE.

VUL

NCCC

Issue # Special Instructions STATE UNIVERSITY

OF NEW YORK

Your Name

Email

Phone Ext

Due Date

The date you need the completed work. ASAP is not an acceptable entry.
6 days for print jobs only - up to 16 days for design & print (please fill out
design request first).

Department

Billing Code Number
Must submit a Budget Code # or PO #. Numbers must be used. Names of
codes/depts. not acceptable

Title of Material
(Be specific)

# of Originals

# of Copies

Paper Size Select

Paper Color Salmon

Paper Type Select

Sides Select

Bindery Instructions Select

Print File in Color D $0.15 each

Create Room ID Sign D
(If yes, please attach Word Document with wording for sign.)
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