
S O U T H T O W N  T E A C H E R S ’  C E N T E R  W O R K  O R D E R  R E Q U E S T  F O R M   

 

NAME_____________________________________________     SCHOOL/ORGANIZATION_____________________________________DATE SUBMITTED __________    

PHONE____________________________________________     EMAIL    __________________________________________________  DATE NEEDED       __________ 
  

        Pick Up         *Bill my account & send to _________________________    We can no longer send orders without a payment arrangement in place.   

Orders will need to be paid upon pick up or you can open a billing account. STC will issue bills in Oct - Dec - Feb - Apr - June.   

I want to open an  account with STC. I understand payment is due within 14 days of billing. My signature is my promise to pay.  

 

COPY REQUESTS: USE SPACE ON RIGHT FOR SPECIAL INSTRUCTIONS 

 PLEASE CHECK THE TYPE OF COPIES YOU NEED                                              

Copies Black and White -white paper ….….....   .05 each 

Color Copies (color ink ) …….………..……………… .25 each 

11 x 17  B&W Copies ……………………..…..…..….   .10   each 

11 x 17 Color Copy……………………...………….....  .50   each 

Staple Double-Sided 

 

 

 

 
 

Price Quote on job request:  

Specialty paper:  Small upcharge for special paper.  

Premium White: (invitations, presentations etc.) 

Heavy         28lb Presentation  
 

Cardstock   Regular Copy       Color ________________   

SOUTHTOWN TEACHERS’  CENTER                  CUSTOMER COPY RECEIPT OF SERVICES   

NAME______________________________________________________       Date Paid __________________      CASH           CHECK# _______                      

SCHOOL/ORGANIZATION ______________________________________        BILL TO:______________________________________________  

4460 Bay View Rd.  HAMBURG, NY 14075   l   southtowntc@gmail.com     l   PHONE 716-649-6775       l    southtownteachersceenter.org  

POSTERS - includes design service & lamination 

Standard Sizes: Use back if needed for details 

 _______    11” x 17”…. $1.00          ________  18” x 24”….. $4.00  

 _______   24” x 24”….. $5.00           ________   24” x 36”…. $8.00    

Banners/ Custom Size….$2.65 per foot 

# _______   ordered     dimensions     ______ x ______ 

OTHER SERVICES:  

         LAMINATING...…………….………  5₵  per inch 

         ART WAX  ……………………….Free Please allow up to 1 week to finish 

           BINDING COMBS ……………  25₵ per binding     # bindings  needed  ______ 

BINDING is SELF SERVE and free with your binding combs or purchase our binding  

due to limited staffing we cannot bind orders of more than 5 pieces. Laminated 

covers need to be pre-trimmed and tight to edge, we can’t trim out pages.  

IF SENDING PAYMENT INCLUDE TOP PORTION OF WORK ORDER 

Copies  ______@  _______ =    $_______           Posters   $__________ 

Laminating  _____” x .05 = $ ________             Other    $___________ 

 

TOTAL DUE             ____________     CASH   CHECK   BILLING ACCONT 
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3-Hole Punch 

   

   

   

   

   

I T EM                                      QU ANT ITY       TO TAL  

       TOTAL PAID         TOTAL BILLED TO ACCOUNT 

Custom order/ Special Instructions:  use back if needed 

 

Signature You only need to do this once. 


