COPY CENTERS

www.knoxservices.com

Date:
Name Of Firm Placing Order

Knox

Phone: Acct.

How many copies
do you need?

(

)

1971 E 4th St., Suite 220
Santa Ana, Ca. 92705
tel: (714) 479-1650

Knox File No.:

Ordered By:
Attorney:

Your Client
File No.:

Time and
Date Needed

)

Job Description / Case Name

4 Tabbing I
O Tab Same As Originals Q Copy Tabs QO Slipsheet For Tabs
Post —its
\ U Remove & Replace U Copy /
4 Pagination I
Bate Label: U4 Originals U Copies

Starting Number
Prefix Suffix

Add’l Comments:

Copying
a All 85" x11” a All 11" x 17"
a All 85" x 14" O Size For Size
U 1 Sidedto 1 Sided (8.5 x 11 min.)
O 2 Sided to 2 Sided O 2 Sided to 1 Sided
O 1 Sided to 2 Sided QO Copy Tagged/Clipped Docs
e Color Copies N\
Copy Color In: 4 Color U Black & White
Q Enlarge To: O Reduce To:
\ Q Put Photos Per Page /
é Photographs Reproduced N\
a Color 4 Black & White
U Neg.to Print O Printto Print Q Print to Neg.
\ O Number of Reprints a Size /
4 Finishing N\
Staple O Copies O Originals
Clip O Copies O Originals
Rubberband O Copies O Originals
3-Hole Drill Q Copies Q Originals
2-Hole Drill Q Copies Q Originals
Acco Bind Q Copies Q Originals
Velo Bind O Copies U Originals
Comb Bind O Copies U Originals
Clear Covers O Front U Back
Black Vinyl Covers Q Front Q Back
Cardstock Covers Q Front Q Back Color
Q No

Qnd Copies Same As Original QYes

/

Special Instructions

e Large Format / Oversize N\
aQ B&W O Digital Color

0 B & W —Size For Size

O Reduce To: a 85" x11” a 11" x 17"
a 8.5 x14” a
U Enlargeto: U 18" x 24”” a 36" x 48"
a 24" x 36" a
4 Mounted U Lamination 4 B & W-—Hi-Lite
Q Print from disk O B&W Q Color
O Imaging - Scan to disk O Need disks

O Digital Design Work Needed

- )

Bill Copies To/Approved Direct Insurance Billing

Carrier Name
Or Firm:

Address:

City, State, Zip:
Adjuster

Or Attorney:
Insured

Or Client:
Claim Number
Or File:

Date Of Loss:


tim
Typewritten Text
1971 E 4th St., Suite 220
Santa Ana, Ca. 92705
tel:  (714) 479-1650



	Today's Date: 
	Name of firm placing the order: 
	Knox File Number: 
	Ordered By: 
	Attorney: 
	Phone Number: 
	Knox Account Number: 
	Your Client File Number: 
	How Many Copies Do You Need: 
	Time & Date Needed: 
	Job Description: 
	8: 
	5X11: Off
	5X14: Off
	5X11 (oversized): Off
	5X14(oversized): Off

	1sided to 1 sided: Off
	2 sided to 2 sided: Off
	1 sided to 2 sided: Off
	11 x 17: Off
	size for size: Off
	2 sided to 1 sided: Off
	copy tagged & clipped: Off
	tab same as orignals: Off
	copy tabs: Off
	slipsheet for tabs: Off
	remove & replace: Off
	copy postits: Off
	copy in color: Off
	copy in black & white: Off
	enlargeto: Off
	Enlarge2Size: 
	reduce to: Off
	Reduce2size: 
	how many photos per page: Off
	fill in how many photos per page: 
	paginate orignals: Off
	paginate copies: Off
	pagination starting number: 
	pagination prefix: 
	pagination suffix: 
	additional pagination comments: 
	color for reproductino: Off
	black&whitereprocuded: Off
	negitive printing reporduced: Off
	print to print reproduced: Off
	print to negitve reproducded: Off
	number of prints: Off
	size reproduced: Off
	size reproduced type in here: 
	b&W oversize: Off
	digital color oversize: Off
	b& W size for size: Off
	reduce to (oversized): Off
	11X17 (oversized): Off
	enlarge to (oversized): Off
	18X24 oversized: Off
	24X36 )oversized): Off
	36X48 (oversized): Off
	blank1 (oversizded): Off
	blank 2 (oversized): Off
	mounted: Off
	lamination: Off
	b&w hiline: Off
	print from disk: Off
	b&w Print from disk: Off
	color print from disk: Off
	scan to disc: Off
	need disks: Off
	digital design work needed: Off
	blank  1 oversized text: 
	blank  2 oversized text: 
	Finishing Copies 1: Off
	Finishing Copies 2: Off
	Finishing Copies 4: Off
	Finishing Copies 3: Off
	Finishing Copies 6: Off
	Finishing Copies 5: Off
	Finishing Copies 8: Off
	Finishing Copies 7: Off
	Finishing Copies 10: Off
	Finishing Copies 9: Off
	Finishing Orignals 2: Off
	Finishing Orignals 1: Off
	Finishing Orignals 4: Off
	Finishing Orignals 3: Off
	Finishing Orignals 6: Off
	Finishing Orignals 5: Off
	Finishing Orignals 8: Off
	Finishing Orignals 7: Off
	Finishing Orignals 10: Off
	Finishing Orignals 9: Off
	Finishing Copies 11: Off
	Finishing Orignals 11: Off
	Back Color: 
	Direct Billing 1: 
	Direct Billing 2: 
	Direct Billing 3: 
	Direct Billing 4: 
	Direct Billing 5: 
	Direct Billing 6: 
	Direct Billing 7: 
	SPI 1: 
	Bind Copies Yes: Off
	Bind Copies No: Off


