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9.  SPECIAL SHIPPING INSTRUCTIONSDELIVER
CALL   PICKUP

SEE ATTACHMENT

BAND

34.  PRINT
ONE SIDE

     TWO SIDES

21. LINE ITEM CODE / CALSTARS CODE

20. FISCAL YR.

LASER PRINTERCOMPATIBLE INK

10.  DATE WANTED

61.  CLASS OF MAIL

HEAD/HEAD

64.  RESIDUE

RECYCLE

23.  COMPOSING NEEDED
YES

NO

ADDRESSING/MASS MAIL SERVICES

FURNISH MAIL LIST UPDATES AT LEAST FIVE WORKING DAYS

BEFORE MASS MAILING DATE.

13. OSP JOB NUMBER

4.  IMS CODE

RJOB DESCRIPTION / SPECIAL INSTRUCTIONS 

(Form No. & Revision Date, or Revision No. & Title of Product)

WILL CALL

REGULAR MAIL
IMS

RELEASE DATE

DELIVER

UPS

18. CHAPTER

33.  CONTAINS PAID ADVERTISING
YES

NO

26.  INQ. TO / PROOFER’S NAME 27.  TELEPHONE

57.  SHIP

CONTINUOUS

35.
        UNIT SET

FORMS

56.  PACKAGE

STATE OF CALIFORNIA – OFFICE OF STATE PUBLISHING

PUBLISHING ORDER
STD. 67 (REV. 3/2002)

12.  AGENCY BILLING CODE

30.  LAST JOB NUMBER (Attach 2 copies of latest printed material)

8.  SHIPPING ADDRESS (FOR MASS MAIL RESIDUE, SEE BOXES 64 AND 66)

44.
CRIMP

GLUE

PARTS

FASTEN       L        R
      L        R                  ALL, or

45. NUMBER - Beginning
Ending

60.  MUST MAIL BY DATE

66.  RESIDUE DELIVERY ADDRESS

39. No. OF PARTS

38. BIND/TAB SIZE & LOCATION

37. FORMS PROCESSED BY: 36. SIZE (Width First)40.
PLY STOCK

WT
COLOR

INK

PUBLICATIONS
49. SIZE (Width First)

50.  TEXT PAPER / INK
51.  COVER PAPER / INK

53.

52.  BINDING

FINISHING

55. PUNCH - No. of Holes

PUNCH CENTER TO CENTER

54. PERFORATE - Include Sample No. of FOLDS
SIZE AFTER FOLD

�

63. TYPE OF LABEL

1

2

3

4

5

6

7

PUNCH POSITION

  

1. MASS MAILSERVICES REQUIRED
2.  MATERIAL DUE MASS MAIL

46.  MISSING NUMBERS OK?YES
NO

6.  TELEPHONE

5.  PERSON ISSUING ORDER 

7.  DATE TYPED

3.  AGENCY NAME

48. No. of PAGES

UNITS PER PKG.

67. See Attached for Additional Mailing Instructions

PERFECT BIND LOOSE LEAFSLIPSHEET PASTEDSPINESIDE STITCH(Indicate 1 or 2 stitch)

COMB BIND
SADDLE STITCH

1 STITCH
2 STITCH

22.  SIGNATURE AUTHORIZING EXPENDITURE�
29.  APPROVED BY

�

62.  MAILING LIST NAME/NUMBER

11.  AGENCY REQUISITION #

15.  ESTIMATE NUMBER

14.  COST QUOTE

16.  QUOTED BY

28.  FAX

19. STATUTE

17.  AMOUNT ENCUMBERED
24.  PROOF REQUIRED

YES
NO

25.  DISK I.D. (If provided)

HEAD/FOOT

31.  QUANTITY (Finished product)
32. No. of ORIGINALS

TAPE

P/S LABELS

CARDS
4-UP LABELS

ON MATERIAL

IF JOB REQUIRES FOLDING, SUPPLY

FOLDED SAMPLE

L
T

B

OTHER

CARTON

TIE

OTHER

4 1/4"

2 3/4"

SHRINK WRAP
47.

Specification Sheet Attached 

Must be printed at OSP

Union Label. Indicate where union label is

to be placed on product.

TYPEWRITER
AUTOMATED

If this is a legal deadline, provide Legislation Code

No. 10s

No. 95s

58. LDA (see back)59.  TITLE OF MATERIAL

65.  RELEASED BY MASS MAIL

42.

41.

NCR

CARBON
43.  QUANTITY PER PAD/BOOKL

T

R

B

FTP

CUSTOMERSUPPLIED

E-MAIL

DISK

RETURN ORIGINALS TO:

PALLET
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34.  PRINT
ONE SIDE

     TWO SIDES

21. LINE ITEM CODE / CALSTARS CODE

20. FISCAL YR.

10.  DATE WANTED

HEAD/HEAD

23.  COMPOSING NEEDEDYES
NO

ADDRESSING/MASS MAIL SERVICES

FURNISH MAIL LIST UPDATES AT LEAST FIVE WOR

BEFORE MASS MAILING

13. OSP JOB NUMBER

CODE

18. CHAPTER

33.  CONTAINS PAID ADVERTISING

YES
NO

26.  INQ. TO / PROOFER’S NAME
27.  TELEPHONE

12.  AGENCY BILLING CODE

30.  LAST JOB NUMBER (Attach 2 copies of latest printed material)

PUBLICATIONS
49. SIZE (Width First)

50.  TEXT PAPER / INK

51.  COVER PAPER / INK

2.  BINDING

E MASS MAIL

YPED

48. No. of PAGES

PERFECT BIND
LOOSE LEAFSLIPSHEET PASTEDS

E STITC

COMB BIND

SADD

22.  SIGNATURE AUTHORIZING EXPENDITURE

�
29.  APPROVED BY

�

11.  AGENCY REQUISITION #
15.  ESTIMATE NUMBER

14.  COST QUOTE

16.  QUOTED BY

28.  FAX

19. STATUTE

17.  AMOUNT ENCUMBERED

24.  PROOF REQUIREDYES
NO

25.  DISK I.D. (If provided)

HEAD/FOOT

31.  QUANTITY (Finished product)

32. No. of ORIGINALS

58. LDA (see back)
59.  TITLE
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STATE OF CALIFORNIA

OSP Form #17 (Rev. 1/00)

OFFICE OF STATE PUBLISHING

ELECTRONIC PREPRESS WORK REQUEST

Digital Information and Materials Supplied by Customer

Hard Copy Materials Supplied by Customer

File Description

Output Material

Output Specifications

Font

File Name

Customer InformationDepartment Name:Contact:
Phone:

Evening Phone:

FAX:

E-mail:
Date Submitted:Date Wanted:Time Wanted:Charge to Job #:Work Authorized By:

Customer Signature

Program Information:XPress
PageMakerPDF

IllustratorFreeHandCorelDrawPhotoshopInDesign
WordPerfectMicrosoft WordOther

Laser print(s) or thermal
Digital color proofsTransparencies:

35mm
4 x 5

8 x 10
Reflective CopyMechanical(s)

# Supplied # To Come

Disk Name:Name of Files(s) to be Output:

Number of Files on Disk:
Special Instructions:

Laser PrintFilm

Matchprint
Blueline/DyluxDocutech

Other

Finished Size:Black and WhiteTrapping
Color(s):

How many on press?

ID Pantone/Spot Colors:
Font Name

Style
Manufacturer Ver.

File Name

Type
Software

Ver.

ELECTRONIC PREPRESS

Version #

X

Scatter/Loose

Mac PC

File received via:
Floppy

Zip
JAZ

CD-Rom

FTP to:

E-mail to:

,������ �������������� ������ � �.����������;����������.�������� ���.�� ��

�� �������������������,��������� ����������1�� � ������

����� 8���2.����������

�� �	����	���	�����0������������������������������6�����8

�����������;����8���������������������/����� ��8� ���

�������� �����������������8� �� ��������.��� ���� ����

��������� �������������� ����� ����� ����������� ���

�������������������3 �����������������������5������������ �

������ ���������� � ���������>�������� �����'!��� ����

����������������������������� ������������������8

���� � �.����� ��������������;����

�� ���+��,�,���-�./012343#���'� ��� �� � ������� ��������

��������������6� 8��������������������������������

F&.�3'��� ���������������G����/����� 5����������

��������� �� ��6��������� ����������������������

 ��'���� ������������� �����,�� �������������

6���������:0����0������������.�������!�%	�

�� ���,���)�	����	5���������A�� � ����� �� 

��������������� ����������������� 8�������

����������,�������.����������������������8������

��� � ������������ ��������!�"�

�� ������������'� ��� ���������>������

������.����������� ������������

�� ��"���������������		
�����
����������������������������	���

�$ ���	�
���!����7������������������������ ���-�����

������������� ����������������������� ���!���		�����	#�




�� ◗  � � � � � � � � �� � � � � � � � � � �

�����������
��������


�% �����(�!���!�	���'� ��� ����� ������ �����;��

��������������� ��;���������������6  ���	����������

 ���� �� ����� ����� ��������1,�� �������� ����� ����.���� �� 

�������/�2�7�������������������������� ���� �������� 

����������������������� �������������7����������������

������������������;���������.���� ����� ��������� ����� 

��������.���������8� ��������������������������������,�� �

������������ ���������.�� �������������������������8� 

�������� ������ �������� �����������

'���*��)���� ��� ��� �������,)�������������������

�������� ����� �����;����������

�� ����������'� ��� ����������������������3��� �5��������

������������.������������ �����������������A)6��������� ���

������������ ������� � ���<�����!�@&������� ������������ ������

�������

'���*�7���� � ����� ������.������� �������� ����� � �

��������������!���� 8�������� ���������7����� �������� 

 ���������������������� ������ � ������������

�� ��,�����	����������'� ��� ���������������������:

��� ��������������H�������������������>�������
�9".

3������ ����4������ ����,�� ��� ����5� �������� �����������

���������:��� ����

�� ����������������
�	��������������������������������

6���;������� ����������������� ��������� �������������

 ������������������� �������� �� � �������� ������,�

�� ���� �������� ������������ ������ ������������� ������� �.

��� �� �����6���� ������)�� �� ��� �� �#F%+�	�+"
#9�

STATE OF CALIFORNIA - OFFICE OF STATE PUBLISHING

REPRODUCTION & COLLATING INSTRUCTIONS

OSP – 0385 (Est. 1/2003)

JOB TITLE

AGENCY

Page________of________

SPECIAL INSTRUCTIONS:

F – Front

B – Back

FO – Front Only

BO – Back Only

HF – Head to Foot

BP – Blank Page

BB – Back to Back

Instructions for fillin
g out on REVERSE SIDE

OSP JOB #
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1. Leave OSP’s Job Number blank.

2. Enter title of publication.
3. Write in Agency name.4. Place page number in blocks for all pages to be reproduced in the sequence required.

5. Indicate F, B, FO, BO or BP on all pages.

6. If pages are mixed FO and BB, couple blocks by arc             to indicate 2 pages on the same sheet.

    Indicate HF in center of arc or arrow
 if head to foot is required.

    All pages will run back to back unless otherwise specified.

7. Indicate number of collating sheets provided. Page 1 of 5, etc.

INSTRUCTIONS

   F – Front   B – BackFO – Front OnlyBO – Back OnlyHF – Head to Foot
BP – Blank Page

BB – Back to Back

For any questions call your CSR.

STATE OF CALIFORNIA - OFFICE OF STATE PUBLISHING

REPRODUCTION & COLLATING INSTRUCTIONS

OSP – 0385 (Est. 1/2003)
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      L        R
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45. NUMBER - Beginning

Ending

39. No. OF PARTS
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37. FORMS PROCESSED BY:

36. SIZE (Width First)

40.
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STOCK
WT

COLOR
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OTHER
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47.

Specification Sheet Attach

Must be printed at OSP
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        UNIT SET

FORMS

5

30.  LAST JOB NU

44.

CRIMP

GLUE

PARTS

FASTEN
      L        R

      L        R                  ALL, or

45. NUMBER - Beginning

Ending

39. No. OF PARTS

38. BIND/TAB SIZE & LOCATION

37. FORMS PROCESSED BY:

36. SIZE (Width First)

40.
PLY

STOCK
WT

COLOR

INK

PUBLICATIO50.  TEXT PAPER / INK
52.  BINDING

FINISHING

55. PUNCH - No. of Holes

PUNCH CENTER TO CENTER

54. PERFORATE - Include Sample

1

2

3

4

5

6

7

PUNCH POSITION
  

46.  MISSING NUMBERS OK?YES
NO

PERFECT BIND

SIDE STITCH
(Indicate 1 or 2 stitch)

COMB BIND

L

T
B

OT

C
OTHER

4 1/4"

2 3/4"

47.

Specification Sheet Attached 

Must be printed at OSP

Union Label. Indicate where union label is

to be placed on product.

TYPEWRITER
AUTOMATED

If this is a legal deadline, provide Legislation Cod

42.

41.

NCR

CARBON43.  QUANTITY PER PAD/BOOK
L

T

R

B

RETURN ORIGINALS TO:
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6�-�$����*��������� ����.�������.���������.�� ���������
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JOB DESCRIPTION / SPECIAL INSTRUCTIONS 

(Form No. & Revision Date, or Revision No. & Title of Product)

44.

CRIMP

GLUE

PARTS

FASTEN
      L

       R
      L

       R
         

        A
LL, or

45. NUMBER - Beginning

Ending

66.  RESID
PUNCH CENTER TO CENTER

�
3

4

5

6

7

PUNC
  

46.  MISSING NUMBERS OK?

YES
NO

L

OTHER

CARTON

OTHER

4 1/4"

2 3/4"

47.

Specification Sheet Attached If this is a legal deadline, provide Legislation Code
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34.  PRINT

ONE SIDE
     TW

NTER

LE INK

ADDR

FURNISH

33.  CONTAINS PAID ADVERTISING

YES
NO

30.  LAST JOB NUMBER (Attach

60.  MPUBLICATIONS

49. SIZE (Width First)

50.  TEXT PAPER / INK

51.  COVER PAPER / INK

53.

52.  BINDING

FINISHING
Sample

No. of FOLDS
SIZE AFTER FOLD

48. No. of PAGES

PERFECT BIND

LOOSE LEAF

SLIPSHEET

PASTED

SPINE

SIDE STITCH

(Indicate 1 or 2 stitch)

COMB BIND

SADDLE STITCH

1 STITCH

2 STITCH

62TAPE

IF JOB REQUIRES FOLDING, SUPPLY

FOLDED SAMPLE

RA

58

59.  TITL
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BAND

64.  R

R
57.  SHIP

56.  PACKAGE

53.

FINISHING

55. PUNCH - No. of Holes

PUNCH CENTER TO CENTER

54. PERFORATE - Include Sample
No. of FOLDS

SIZE AFTER FOLD

63. TYPE O

PUNCH POSITION

  

UNITS PER PKG.

PERF

SIDE STITCH

(Indicate 1 or 2 stitch)

COMB BIND

SAD

1 STITCH

2 STITC

IF JOB REQUIRES FOLDING, SUPPLY

FOLDED SAMPLE
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T
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SIDES

61.  CLASS OF MAIL

HEAD/HEAD

64.  RESIDUE

RECYCLE

ADDRESSING/MASS MAIL SERVICES

FURNISH MAIL LIST UPDATES AT LEAST FIVE WORKING DAYS

BEFORE MASS MAILING DATE.

WILL CALL

REGULAR MAIL
IMS

RELEASE DATE

DELIVER

UPS

60.  MUST MAIL BY DATE

66.  RESIDUE DELIVERY ADDRESS

49. SIZE (Width First)

ER / INK

E AFTER FOLD

�

63. TYPE OF LABEL

ES

PER PKG.

67. See Attached for Additional Mailing Instructions

PASTEDSPINE
CH

2 STITCH
62.  MAILING LIST NAME/NUMBER

HEAD/FOOT

TAPE

P/S LABELS

CARDS
4-UP LABELS

ON MATERIAL

FOLDING, SUPPLY

HRINK WRAP

No. 10s

No. 95s

58. LDA (see back)59.  TITLE OF MATERIAL

65.  RELEASED BY MASS MAIL

FTP

CUSTOMERSUPPLIED

E-MAIL

DISK

LET
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OSP FORM 17  (Rev. 2/03)

CUSTOMER INFORMATION

Agency/Department Name:_________________________________________________

Contact: __________________________________________________________________

Phone:_____________________________ Evening Phone: ____________________

Fax: _______________________________      E-mail: _____________________________

Date Submitted: _____________

Date Wanted: _______________

Time Wanted: _______________

Charge to Job #: _____________

Work Authorized by: __________

Customer Signature

Job No.:::: Date:::: :: ____________________________               :__________________________

Electronic Prepress Work Request

FILE DESCRIPTION: 

Number of files on disk: ___________________________

Name of file(s) to be output:

____________________________________ ________
____________________________________ ________
____________________________________ ________
____________________________________ ________

Special Instructions: _______________________________

5.

OUTPUT SPECIFICATIONS:

Finished Size ____________ x ___________
Print Colors as Black & White

4-Color Process (Note: All trapping will be done by OSP.)

Name(s) of Pantone/Spot Color Numbers: ______________

______________

______________

______________

Program Information:

QuarkXPress ___________

InDesign ___________

Illustrator ___________

FreeHand ___________

CorelDRAW ___________

Photoshop ___________

WordPerfect ___________

Microsoft Word ___________

PDF ___________

Other ___________ ___________

File received via: Floppy  Zip  Jaz  CD-ROM

DIGITAL INFORMATION AND
MATERIALS SUPPLIED BY CUSTOMER:1.

FTP to: _________________________________
E-mail to: _______________________________

 SUPPLIED BY CUSTOMER:
(Note: OSP is not responsibile for the accuracy of output from files
not accompanied by current, actual size, laser copies.)

2.
Laser print(s) ________________
Digital color prints ________________
Previous printed sample ________________

3. SCANS NEEDED FROM:

Photos ________________
Transparencies ________________
Art and/or Reflective copy ________________

4. FONTS USED: (Both printer and screen fonts must be sent with job.)
Font Name Style                Manufacturer          Version

_____________ __________ _____________ ________
_____________ __________ _____________ ________
_____________ __________ _____________ ________
_____________ __________ _____________ ________
_____________ __________ _____________ ________
_____________

MAC PC Version #

No. of Pages Supplied

No. of Items Supplied

7.

FOR OSP USE ONLY

8. ADDITIONAL INSTRUCTIONS:

_______________________________________

_______________________________________

6. PROOF REQUIRED:

Lasers:  Black & white   Color

Improof (digital) Contract (digital)

Blueline/Dylux Matchprint

Film    (Screen dpi  ________ )

Other _________

FileTrak master file made 

___________Pagemaker

HARD COPY

(Note: Please provide a directory of disk you're submitting.)

Disk Name: 

File Name No. of Pages

_______________________________________

____________________________________

(W) (H)
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1. Leave OSP’s Job Number blank.

2. Enter title of publication.

3. Write in Agency name.

4. Place page number in blocks for all pages to be reproduced in the sequence required.

5. Indicate F, B, FO, BO or BP on all pages.

6. If pages are mixed FO and BB, couple blocks by arc             to indicate 2 pages on the same sheet.
    Indicate HF in center of arc or arrow  if head to foot is required.
    All pages will run back to back unless otherwise specified.

7. Indicate number of collating sheets provided. Page 1 of 5, etc.

INSTRUCTIONS

   F – Front
   B – Back
FO – Front Only
BO – Back Only
HF – Head to Foot
BP – Blank Page
BB – Back to Back

For any questions call your CSR.

STATE OF CALIFORNIA - OFFICE OF STATE PUBLISHING

REPRODUCTION & COLLATING INSTRUCTIONS
OSP – 0385 (Est. 1/2003)

BB BB HF
FO F B F B FO F B BP BO

1 2 3 4 5 6 7 8 9 10
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STATE OF CALIFORNIA - OFFICE OF STATE PUBLISHING

REPRODUCTION & COLLATING INSTRUCTIONS
OSP – 0385 (Est. 1/2003)

JOB TITLE AGENCY Page________of________

SPECIAL INSTRUCTIONS: F – Front
B – Back

FO – Front Only
BO – Back Only
HF – Head to Foot
BP – Blank Page
BB – Back to BackInstructions for filling out on REVERSE SIDE

OSP JOB #
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