CCLS Print Shop Request
All projects must be printer ready when submitted.  Edit for corrections/typos before submitting. 

Attach print-ready master copies to this form to send in delivery. 

Submit email attachments as PDF files.  See instructions below.  
Please allow a minimum of two-week notice for small jobs, more time for large jobs.
For bulk-mailings, CCLS can print address labels from a “mail-merge” formatted Excel file.
We cannot print on envelopes and CCLS does not have a bulk-mailing license.
Library name:     








Today’s date:     








Date needed:     










      Cost













 (CCLS Use)
BLACK & WHITE COPIES:  Number of copies 
   
  or bookmarks    
 needed

 $________

1.5 ¢ per one side plus the cost of paper 
FULL-COLOR COPIES:  Number of copies    
       or bookmarks    
      needed


 $________

8¢ per one side plus cost of paper 
BOND WEIGHT PAPER (20lb)


SIZE:
8 ½ x 11 white     

 $3.35 ream/500 sheets – $.007/sheet



 $________
8 ½ x 11 color      

 $9.99 ream/500 sheets – $.02/sheet



 $________
preferred color   




8 ½ x 14 white     

 $13.89 ream/500 sheets – $.028/sheet



 $________
8 ½ x 14 color       

 $17.49 ream/500 sheets – $.035/sheet



 $________
preferred color   




11 x 17 white        

 $18.49 ream/500 sheets – $.037/sheet



 $________
COVER STOCK WEIGHT PAPER (65 lb/67 lb) (heavier weight for bookmarks, etc.)
SIZE:  
8 ½ x 11 white   


 $19.99 ream/250 sheets – $.08/sheet



 $________
8 ½ x 11 color    


 $19.99 ream/250 sheets – $.08/sheet



 $________
preferred color   




ADDRESS LABELS      

 $.29 per sheet/30 labels





 $________
SPECIAL INSTRUCTIONS: (corner stapling only if printed at CCLS)   No charge for these services.
stapling – upper left corner     








stapling – booklet (half fold)     








folding – 8.5x11 half-fold, tri-fold     







cutting – half, quarter, bookmarks     







LAMINATING – 1.5 mil, 25” wide – 30₵ per foot –   
    feet of final product (returned untrimmed)
 $________
Please send laminating in as large of pieces as possible. You can cut into smaller pieces after laminating
CCLS Office Manager will bill the member library




 
TOTAL
 $________
Saving a document as a PDF

You can save a Word or Publisher document as a PDF in Office 10.  By submitting as a PDF, the differences in format settings on computers will not affect the appearance of your document.

Create your document in Word or Publisher as you want it to appear.  Save it in that format to be able to edit in the future.  Save it again using Save As, select where it is to be saved at the top of the window, and in the Save as type: box at the bottom of the window, use the drop down menu and select PDF.  Attach this PDF and the request form to your email.  Put Printing in the subject line and any other instructions or information in the email body.
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