
If form is not completely filled out, there will be a delay. Email completed forms to graphics@cpp.edu.
DO NOT WRITE IN SHADED AREAS.
Required fields*

Date Needed* _____________________________   Work Order # ______________________  Logged In _____________  Logged Out ____________   

CP Fund#* ____________________________________________________________________  Project Name*___________________________________

Requested By* _____________________________ Ext.* _____________ Fax ______________  Distribution: Mail Pick Up

Department* ____________________________________________________________    Campus Distribution: Staff (1,385) Faculty (1,255)

Authorized Signature* _________________________________________________    Deans, Directors, & Dept. Heads (185)

PRINTING SPECIFICATIONS

Total Required After Cutting* ______________________

Flat Size* _____________   Finished Size* _____________ 

Ink Color* B&W CMYK

Printing*       Print 1-Sided Print 2-Sided

PAPER CHOICES

  STANDARD PAPERS

 White Green Salmon 
 Blue Goldenrod Tan
 Buff Gray       

 Canary Pink

  ASTROBRIGHTS (Bright Colored Paper)

 Bright Blue Gold Pulsar Pink 
 Bright Orange Lunar Blue Re-Entry Red
 Bright Tangerine Neptune Blue Rocket Red
 Bright Yellow  Orchid Solar Yellow
 Cosmic Orange Planetary Purple Terrestrial Teal

 Gamma Green

  CLASSIC CREST 
 80# Text 80# Cover 110# Cover 160# Cover 

 100# Text 100# Cover  130# Cover 

BROCHURE FOLDS 

 Double Gate      Gate     Half  Parallel   Tri-Fold  Z-Fold  Roll

BINDERY

 DO NOT Collate or Staple
 Collate Only Collate & Staple Left Corner 2 Staples
 Saddle Stitch 3 Hole Punch 2 Hole Punch
 

 Coil Bind Comb Bind Tape Bind Twin Loop

WORK ORDER
CALIFORNIA STATE POLY TECHNIC UNIVERSITY, POMONA 
GRAPHIC AND DISTRIBUTION SERVICES
Bldg. 5-221 Ext 6843
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F-694 Rev. 6/18

PADS (Minimum of 25 Notepads)

SHEETS PER PAD
 100's 50's  25's

CHIPBOARD BACKING

 Yes No

CARBONLESS

  2 3 4

WIDE FORMAT (Larger than 13" by 19")

SIZE

 24" x 36" 32" x 40" 

 Other: __________________

MATERIAL

    Gloss
    Matte
    Vinyl

Total Imp ______________

Bill $ _____________________

           L          M

FOR GCS ONLY

Special Instructions:

If form is not completely filled out, there will be a delay. Email completed forms to graphics@cpp.edu.
DO NOT WRITE IN SHADED AREAS.
Required fields*

Date Needed* _____________________________   Work Order # ______________________  Logged In _____________  Logged Out ____________   

CP Fund#* ____________________________________________________________________  Project Name*___________________________________

Requested By* _____________________________ Ext.* _____________ Fax ______________  Distribution: Mail Pick Up

Department* ____________________________________________________________    Campus Distribution: Staff (1,385) Faculty (1,255)

Authorized Signature* _________________________________________________    Deans, Directors, & Dept. Heads (185)

PRINTING SPECIFICATIONS

Total Required After Cutting* ______________________

Flat Size* _____________   Finished Size* _____________ 

Ink Color* B&W CMYK

Printing*       Print 1-Sided Print 2-Sided

PAPER CHOICES

  STANDARD PAPERS

 White Green Salmon 
 Blue Goldenrod Tan
 Buff Gray       

 Canary Pink

  ASTROBRIGHTS (Bright Colored Paper)

 Bright Blue Gold Pulsar Pink 
 Bright Orange Lunar Blue Re-Entry Red
 Bright Tangerine Neptune Blue Rocket Red
 Bright Yellow  Orchid Solar Yellow
 Cosmic Orange Planetary Purple Terrestrial Teal

 Gamma Green

  CLASSIC CREST 
 80# Text 80# Cover 110# Cover 160# Cover 

 100# Text 100# Cover  130# Cover 

BROCHURE FOLDS 

 Double Gate      Gate     Half  Parallel   Tri-Fold  Z-Fold  Roll

BINDERY

 DO NOT Collate or Staple
 Collate Only Collate & Staple Left Corner 2 Staples
 Saddle Stitch 3 Hole Punch 2 Hole Punch
 

 Coil Bind Comb Bind Tape Bind Twin Loop

WORK ORDER
CALIFORNIA STATE POLY TECHNIC UNIVERSITY, POMONA 
GRAPHIC AND DISTRIBUTION SERVICES
Bldg. 5-221 Ext 6843
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F-694 Rev. 6/18

PADS (Minimum of 25 Notepads)

SHEETS PER PAD
 100's 50's  25's

CHIPBOARD BACKING

 Yes No

CARBONLESS

  2 3 4

WIDE FORMAT (Larger than 13" by 19")

SIZE

 24" x 36" 32" x 40" 

 Other: __________________

MATERIAL

    Gloss
    Matte
    Vinyl

Total Imp ______________

Bill $ _____________________

           L          M

FOR GCS ONLY

Special Instructions:

WORK ORDER
CALIFORNIA STATE POLYTECHNIC UNIVERSITY, POMONA

BLDG. 35-1210     909-869-3296/3011 

Date Department/Club
Date Needed Project Name
Requested By
Account/P.O. #
Authorized Signature

Total Prints Required After Cutting
Flat Size

Toner/Ink Color B&W CMYKCMYK

24”x36”

Matte

20# Bond (b/w only)

100# Matte Cover

100# Silk Text

10
0#

31
#

24
#

Mou
nte

d

La
mina

ted

Gloss

70# Smooth Text

10pt. Single Sided Gloss

100# Silk Cover
Other:

90# Matte Cardstock

100# Glossy Cover

100# Glossy Text

80# Matte Cougar Cover

Other:

32”x40”

Coil Bind

Saddle Stitch 3-Hole Punch 2-Hole Punch

Collate Only

Double Gate Gate Half Parallel Tri-Fold Z-Fold Roll

Do NOT Collate or Staple

Collate & Staple Left Corner 2 Staples

Comb Bind Velo Bind

Printing Print 1-Sided Print 2-Sided

Finished Size

Phone #

BRONCO COPY’N MAIL

Printing Specifications

Job Description

Folding

Paper Options Wide Format (Larger than 13”x19”)

Size

Material

8.5”x11” 11”x17” 12”x18” 13”x19”

Special Instructions:

For BCM Only

@

@

@

@

Subtotal

Tax

Total

Completed By

Date

@

@

@

= $

= $

= $

= $

= $

= $

= $

$

$

$

Bindery
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