
How to Submit a 
Print and Check Request



Step 1:
Download the New Print Request form and Print Request Cost Estimator 

to your computer from the KISD Print Shop website
(https://www.killeenisd.org/print_shop)

DO NOT FILL OUT PRINT REQUEST 
FORM IN WEB BROWSER

Step 2:
Open New Print Request form in Adobe Reader.



Step 3:
Fill out New Print Request form

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Pricing can be found on the 
KISD Print Shop Website or in 
the Printing Services Booklet



Step 4:
Complete the Print Request Cost Estimator 

to find Estimate to use when submitting Check Request

Final Estimated Price will be found on line 122
(add $5.00 to line 122 for Carbonless Paper, 
Letterhead, Envelopes, and Temporary ID’s)

Step 5:
Using this Estimated Price, Submit a Check Request

Reminders: 
•	 You must fill in EVERYTHING above Job Requirements.
•	 Incomplete Print Requests will be denied, which will delay the Print Job.  
•	 This is just an Estimate. Final price is subject to change once Print Job 

has been completed.



Step 6:
Submit a Check Request

Check Request Details
1. Fiscal Year:
2. Category: Print Shop
3. Select Vendor - Killeen ISD Print Shop
4. Supporting Document - Attached
5. Needed by: (Date you are needing job completed by)

6. Requester
7. Event Date: (Date you submit request)

8. Route Check - Send to Vendor
9. Justification: Print Request
10. Need Separate Check?- UNCHECK

Check Request Line Items 
1. Invoice Number:  (Invoice number will be assigned by print shop after order is received. 	
	 Please fill in with 0001, 0002, 0003, etc. Each Line must have a different number.)
2. Amount: Price Estimate (Use price from Print Request Cost Estimator in Step 4)
3. Job Description 
4. Budget Code to be charged
(To add multiple Print Requests to Check Request click Add Invoice)

Check Request Line Item Attachment(s)
NOTE: Each Line needs to have a Print Request Attached to it
1. Attach Request for Printing form (Located on the KISD Print Shop website)
2. Submit for approval

Remember: 
•	 You can submit multiple Print Requests on One Check Request as long 

as the Invoice Number is different.



Examples of Common Print Requests

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Business Cards - Galipeau

250

1
standard

■

■

standard business card paper

Laura Galipeau
3004 Atkinson Ave.
Killeen, TX 76543
254-336-0576
laura.galipeau@killeenisd.org

■

■

0.00

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S
ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:

B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Notepads

100

1
5.5"x8.5"

■

■

■

■ 50

■

■

0.00

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Tardy Slips

5,000

1
4.25"x5.5"

■

■

■

■

■

0.00

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Temp ID's

1,000

1
standard

■

■

white sticker paper

■

■

0.00



JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Return Address on Envelopes

5,000

1
#10 Envelopes

■

■

white #10 envelopes with window

KISD Print Shop
3004 Atkinson Ave.
Killeen, TX 76543

Ink color: Ellison Green

■

■

0.00

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Programs

1,000

40
8.5"x11"

■

■

■ ■

■

■

■

■

0.00

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Choice Sheets

1,000

1
8.5"x11"

■

■

■

■

■

■

0.00

JOB REQUIREMENTS — 

P
R

IN
TI

N
G

NO. OF PAGES

If both 
please 

explain 
in notes 
section

NO. OF COPIES

FINISHED SIZE

ONE-sided printing Mixed one-and two-sided printing
( )

 

TWO-sided printing

 

 

FI
N

IS
H

IN
G

 S
ER

V
IC

ES

CHECK ONE

ONE IN CORNER TWO ON SIDE SADDLE STITCH

PLASTIC COIL  COMB BINDING   

3 HOLE PUNCHED 

PADDING: Number of sheets per pad ___________
CHECK ONE

 FLAH THIRDS (letter) 

OTHER BINDERY INSTRUCTIONS

N
O

T
E

S

ADDITIONAL NOTES/SPECIAL INSTRUCTIONS PRINT SHOP USE ONLY:
B & W Impressions:

Materials:

Plates:

Ink:

Typesetting:

Binding:

Padding:

Boxes:

Final Total:

$
$
$
$
$
$
$

$

 P
A

P
ER

WHITE WHITE 

COLOR (specify) COLOR (specify)

COLOR (specify) COVERS: Front only Back only Both

2-PART (W/Y) 3-PART (W/Y/P) 4-PART (W/Y/P/GOLD)

 

 

   

SPECIALTY PAPER (specify)

School, Department, Or Organization

REQUESTED BY PHONE NUMBER

       
EMAIL 
ADDRESS _______________________________________________________________________________________@

CHECK ONE

NEEDED BY  DATE?

Organization #

_________

 YREVILED NOITATROPSNART

CUSTOMER PICK UP

New/Revised File Use version already on �le at Print Shop

$

Color Impressions:

Print Shop 920

Laura Galipeau ext. 0576

laura.galipeau 01/01/2000

Banner

4

1
36"x96"

■

■

■

■

glossy banner paper

Grommets in top 2 corners

■

■

0.00



IMPORTANT REMINDERS
•	 Print Requests must remain Digital and Fillable at all times.
•	 Print Requests can NOT be printed, scanned, and then attached to the 

Check Request.
•	 You can NOT add any additional pages to the Print Request file.
•	 It is the responsibility of the person submitting the request to calculate the 

Cost Estimate. 
•	 Check Requests will be denied if the Print Request is not filled out        

completely and/or attached correctly.
•	 This Print Request is a general form that may not cover everything, please 

do your best to complete based on the job you are requesting before you 
call the Print Shop.

•	 Print Jobs will not be started until a fully Approved Check Request and 
Print Ready pdf file is received by the Print Shop.

•	 New or revised files should be emailed to DL-PrintShop@killeenisd.org as 
well as indicated on the Print Request. Do NOT attach them to the check 
request. (The Print Shop will not print from files attached to check requests)


