FRESNO, CA 93721

EMAIL: SALES@VIRTUALVDS.COM

VOICE - 559 - 442 - 3522

FAX - 559 - 442 -3562 VALLEY DOCUMENT SOLUTIONS.uc  STEP___OF
WWW.VIRTUALVDS.COM

JOB #

FRESNO OFFICE
1724 BROADWAY STREET
‘ —

BILLING INFORMATION

CLIENT: TODAY'S DATE:

ADDRESS: TIME IN:

PHONE: DATE DUE:

ORDERED BY: TIME DUE:

CLIENT MATTER #: # OF HARD COPIES/CD'S:

# OF ORIGINALS: PRICE PER IMAGE:

# OF BOXES: PRODUCTION APPROVAL:

GRADE: A B c D COLOR FOR COLOR CHECK INTIALS:

[JsPECIAL INSTRUCTIONS - SEE BACK [ _]YES [no PRICING OTHER:

DOCUMENT BREAKS? DO WE SCAN? YES NO

[CJMERGE DOCUMENTS INTO MULTI-PAGE FILE COVERS O

SAVE IMAGE AS: FILE FILE FOLDER TABS O

[[JsPeciAL INsTRUCTIONS: FILE FOLDERS O
DIVIDER TABS O

RESOLUTION (DPI)? POST IT NOTES (S) (C) (L) O

SELECTIVE SCANNING (___ % TAGGED) SPINES O O

[[Jscan onLY TAGGED STANDARD LANGUAGE O

[[JFoLLOwW STANDARD TAGGING PROCEDURE REDWELL/BUCKETS O

FINISHING: HARDCOPY/DIGITAL MEDIA (l.E. CD, DVD, FTP OR EMAIL)
[CJemAiL PrOJECT TO: [CJcLip COPIES AS ORIGINALS (additional charge applies)

[Jrre (FEE MAY APPLY): [[Joo NOT RESTAPLE OR RECLIP ORIGINALS

[[Jcoorbvo [[Joo NoT STAPLE OR CLIP COPIES

DSTAPLE COPIES AS ORIGINALS (additional charge applies) DLABEL CD:
IMAGE ENDORSEMENT (BATES LABELING)

LABELING: SEQUENCE START @ ALPHA NUMERIC INCLUDE SPACE YES/NO (CIRCLE ONE)
DMATCH IMAGE NAME TO BATES LABEL

SPECIAL INSTRUCTIONS:

FONT SIZE AND TYPE: USE VALLEY DOCUMENT SOLUTIONS STANDARL _]
(14 PT ARIEL BOLD)

FILE FOLDER LEVEL INDEX

INDEXING/OCR?
CREATE LOAD FILE: YES DNO DDATABASE: (SEE ATTACHED FOR SPECIFICATIONS)

OCR: ves [ Jno [[Jsave TexT as?
QUALITY CONTROL
CLIENT SIGNATURE: SCANNED BY:

I iFED EX SPECIAL INTRUCT.




