iCIT ITS Media Lab
Org Code – Color Printing & Laminating Services
· Please fill out all SHADED fields before printing in the Media Lab. 
· By signing under “Dept/Org Head Signature”, the Organization or Department Head is authorizing the listed Organization to be charged up to the amount listed in the “Total Allowed for Individual” field.  
· Incomplete forms will not be able to be processed and printed in the Media Lab.  
· Please remember to have the individual requesting the print job bring a valid UWW ID.  
· Please allow up to two (2) days for poster printing.









	Date:
	
	
	# of Posters up to 40”x40” @ $25 ea
	

	Org Name:
	
	
	# of Laminations up to 40”x40” @ $6 ea
	

	10-Digit Org Code:
	
	
	# of Posters up to 40”x60” @ $30 ea
	

	
	
	# of Laminations up to 40”x60” @ $8 ea
	

	Dept/Org Head Name:
	
	
	
	

	
	
	
	Posters: $5 for every additional 20” length
Laminate: $2 for every additional 20” length

	Dept/Org Head Signature:
	
	
	

	
	
	
	Total Number Authorized
	

	
	
	
	
	

	Name of Individual:
	
	
	Total Cost Authorized
	$

	Contact Number:
	
	
	
	

	Email Address:
	
	
	Signature When Received:
	



	Date Received:
	
	
	Total Prints:
	

	[bookmark: _GoBack]Received By:
	
	
	Total Laminations
	

	
	
	
	Total Trashed:
	

	Please list additional files & locations on back
	
	
	

	File Location & Name:
	Poster\Poster to Print\
	
	
	

	File Location & Name:
	Poster\Poster to Print\
	
	
	

	
	
	
	
	

	Date Started:
	
	
	Append all file names with individual’s last name.
Save only in the “Poster to Print” folder.

	Printed By:
	
	
	

	Laminated By:
	
	
	Total Charge
	

	Date Completed:
	
	
	Org Code
	



FOR OFFICE USE ONLY
