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YWCA NorthEastern NY
Front Desk Work Order

Date: ____________________
Date Received: ________________________

Program: ____________________
Contact Person: ________________________

Program Director’s Approval: ___________________________________________
	Please provide a description of the work needed. All supplies needed to be handed in with this work order.

	Date needed:
	

	Copying:
	

	one- sided
	

	two- sided
	

	stapled

	

	collated
	

	# of copies needed
	

	color of paper to be used (if not white)
	

	sample attached
	

	Special Instructions:
	

	

	

	Mailings: folding, stuffing and stamping letters

	# of copies needed
	

	# of envelopes needed
	

	sample attached
	

	**Bulk mailings requirements: See Alex for specific details.

1. At least 200 of the same weight items need to be mailed at the same time

2. Special / Bulk envelopes and letterhead need to be ordered from Alex at least 1 month in advance

3. Check request to cover postage needs to be submitted to Shirley.

	
	

	Other work requests:
	

	
	

	Problems with Job:
	

	
	

	Front Desk Staff Completing Work
	

	Date Received:                                                         
	
	


