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NOAA Form 50-5A Instructions

Q Control Number: Three to four digit billing code unique to each Line
Office/Staff Office obtained from fiscal manager or internal official(s)
approved to sign requisition.

9 Document Use: Place an “x” in the appropriate box; Public indicates
that one or more copies will be circulated outside of NOAA/DOC;
NOAA/DOC indicates that all copies will remain within NOAA/DOC;

If public is selected, also annotate how often this document will require
printing and the general audience receiving these copies.

G Date of Requisition / Date Required: The date and time the requisition
was filled out; The requested date and time for job completion;
Scheduled completion date and time will be finalized after receipt of all
required files/documents by the Duplication Plant and final preflight.

0 From: The Organization, Line Office or Staff Office, Building, and
Room Number of the office requesting duplicating services.

G Person to Consult for Questions: The name and phone number
(including area code and extension, if applicable) of the person to
contact for any job related production questions.

G Document Title: Supply a descriptive title of the job for reference;
No job can be accepted for duplication with the word Calendar or
Newsletter in the title or appearing on the publication as a title.

G Submission Format: Indicate Digital for electronic submission (PDF
format required), Hardcopy, or Mixed (PDF and additional hardcopy
originals supplied); Hardcopy for two sided reproduction should be
supplied as single sided originals.

m No. of Pages: The exact number of originals counting all pages
of single sided documents and including blank backs of two sided
documents; Mixed black/white and color documents should report the
number of pages of each type (black/white and color) in the Additional
Instructions section.

0 Copies: The number of copies requested; Separate requisitions must
be submitted for document requests with differing copy counts.

0 Paper: The paper stock to be used when duplicating; Please contact
the Print Assistant with questions as to available paper choices.

G Cover Stock: The paper stock to use when reproducing the cover(s).

0 Duplication Format: Place an “x” in the appropriate box; For jobs that
are to be reproduced as all black/white, check the appropriate box in
the Print Black line; For jobs that are to be reproduced in all color,
mark the appropriate box in the Print Color line; For jobs containing
both black/white and color, mark the appropriate box on both lines; If
the job is to be printed single sided, mark the “One Side Only” box; For
jobs requiring front and back printing, indicate “Two Sided”; When a job
requires that it be printed on both sides so that the top of one side of
the sheet is at the bottom of the other side of the sheet, mark “Head
To Foot”; Provided additional instructions to clarify if necessary,
especially when describing reproduction of covers.

m Paper Size, Cut to Size / Yield: The sheet size before any trimming
or folding; Indicate the final size after cutting and if applicable, the piece
yield count when providing layouts with multiple originals per sheet.

m Collate / Non-Collate: Indicate Collate for those jobs that
are finished as complete sets; Indicate Non-Collate to
maintain individual pages or separate logical multipage
documents as appropriate.

0 Fold / Sample Attached: Mark and indicate the type of fold,
e.g. tri-fold, double fold, z-fold, etc.; If a fold sample is
provided, place an “x” in the Sample Attached box.

Q 3 Hole Punch: Indicate the diameter of the hole desired; 5/16”
is standard.

0 Staple: Place an “x” in the appropriate box; Portrait ULC
indicates a portrait formatted document with a single staple
in the upper left corner; 2 Side indicates 2 staples on the left
side; Landscape ULC indicates a landscape formatted
document with a single staple in the upper left hand corner;
Mark the Saddle Stitch box for those jobs requiring folding,
stitching, and trimming to produce booklets (currently limited
to a 7 sheet or 28 page finished booklet).

9 Tape Binding / Foil Color: Indicate if tape binding is required
and the strip color; If printing on the spine indicate gold or
silver foil and provide spine text in the Additional Instructions
section; Inquire as to the availability of additional tape strip and
foil colors.

9 Additional Instructions: Provide any and all instructions
required to clearly communicate job production details,
finishing requirements, or special needs.

0 Deliver To / Address: The name and address information for
delivery using established NOAA Shuttle runs or by arranged
courtesy local delivery to SSMC (single drop point).

@ No. of Copies to Deliver: Indicate the number of copies to
deliver; If mailing balance, place an “x” in the Balance to
Distribution box and provide appropriate labels or indicate
the NOAA distribution list to use; Mailing labels should be
accompanied with a completed Certificate of Accuracy from
the NOAA forms web page www.corporateservices.noaa.gov/
~noaaforms.

0 Person to Call for Pickup: Provide the name and phone
number (including area code and extension, if applicable)
of the person to call for pickup once the job is completed.

m Approving Official / Signature / Date: Print the name of the
person authorizing the expenditure of funds for this work order;
Obtain that person’s signature and the date that this requisition
was signed; This signature field supports placement of a
scanned signature image.

o Reset Form / Print Form: The Reset Form button clears all
input info; Perform file Save As prior to reset to retain form
information; Print Form button will print completed form.

0 Job No.: Assigned by Duplication Plant; Should be retained
and provided by client to reference future reorders if
applicable.
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