
NAME OF PERSON REQUESTING EXTENSION

DEPARTMENT TO BE CHARGED ACCOUNT NUMBER

REQUEST DATE DATE NEEDED 

DESCRIPTION OF JOB FILE FORMAT

We can print from a variety of programs, however PDF files are preferred.

Number of copies Back to Back?         YES                       NO               

Number of pages Collate?         YES                       NO

Stapling          none             upper              2 left
                                   left                  side

3-hole
punch

Color of paper          regular weight             offset weight            cardstock

Color of covers          regular weight             offset weight            cardstock

Paper Size 8.5 X 11                         8.5 X 14                      11 X 17

Black Ink Full Color

Carbonless NCR 
paper  2 part                            3 part                          4 part

Cut to Finish Size  X Total # of Copies when Cut

Fold       half              thirds             accordian             quarters

Booklet Maker
(folded in 1/2, stapled in 
center)

Booklet 
Size

        5.5 X 8.5           8.5 X 7                8.5 X 11

Geneseo, NY

(585)245-5636
Welles Building, Room 13

FOR OFFICE USE ONLY
MACHINE COUNT

COPIES

COMPUTER 
CHARGES

FINISHING

TOTAL

You can submit digital files by sending them to printing@geneseo.edu 
- please be sure to list the job specifics as listed above.

SPECIAL INSTRUCTIONS

Approved by:
Department Chair or Secretary

(ASAP is not a valid date)


