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Notes
Labor Hours
Cost
Size
QTY
Item Requested
Item No.
 Misc.
20.
 Consultations with Customers
19.
 Proofing Work
18.
 Color Copies / B & W Copies
17.
 Form Revisions
16.
 Maps / Floor Plans
15.
14.
 Binding 
10.
 Name / Title Plates / Table Tents
9.
 Logo (Design / Copy)
8.
 Cutting, Trimming, Splicing
7.
 Framing
6.
 Dry Mounting / Matting
5.
 Certificates
4.
 Illustrations / PhotoShop
3.
2.
 Brochures / Newsletters / Covers
1.
TO: DLA Installation
Management at Columbus
 Graphics Arts Dept.
REQUEST FOR
ARTWORK
Routine work orders will be completed within 12 days. 
Emergencies require justification and supervisor approval.
For questions regarding Graphic Arts support e-mail:
 DSCC.Multimedia.Scheduler@dla.mil
PAO Approval:
 Title or Description of Work (Include Justification and Supervisor Approval for Emergencies): 
13.
12.
11.
10.
 Business Card Design
9.
Totals:
Proofed By:
 Banners / Flyers / Posters / Signs
Work Completed By:
Date Completed:         
Job Order Number
Called for Pickup:   
Date & Time:
 Slides / Charts
 Manuals
 Special Program
Section A - CUSTOMER INFORMATION
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