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ARC Locations - Please call your nearest ARC location if you require a Pick-Up.

	 FORMCHECKBOX 
 Austin (Lamar St) – 512.441.2475
	 FORMCHECKBOX 
 Farmers Branch – 214.631 2818
	 FORMCHECKBOX 
 Houston (Hardy St.) – 281.447.4441
	 FORMCHECKBOX 
 Houston (Woodlands Area) – 281.681.9604

	 FORMCHECKBOX 
 Austin (Research Blvd) – 512.401.2475
	 FORMCHECKBOX 
 Fort Worth – 817.335.7855
	 FORMCHECKBOX 
 Houston (Gulfton) – 713.988.9200
	 FORMCHECKBOX 
 San Antonio (Broadway) – 210.227.7181

	 FORMCHECKBOX 
 Corpus Christi – 361.882.7471
	 FORMCHECKBOX 
 Houston (Clear Lake) – 281.335.7900
	 FORMCHECKBOX 
  Houston (Smith St.) – 713.782.8580
	 FORMCHECKBOX 
 San Antonio (Isom) – 210.348.6840

	 FORMCHECKBOX 
 Arlington – 817.695.1886
	 FORMCHECKBOX 
 Houston (Dacoma St.) – 713.686.7957
	 FORMCHECKBOX 
 Houston (Westheimer St.) – 281.531.9261
	

	

	 Project Upload Due Date:      
	Project Upload Due Time:      
	  For Office Use Only:
 Order No:      

	(The DUE DATE and time entered above is our deadline for uploading the project to PlanWell.  The standard upload turnaround time is 24 hours.)
	

	 Client Company Name:      
	Acct #:      

	 Address:       
	City:      
	State:     
	Zip:      

	 Email:      
	 Ph #: 
	 Fax #: 
	 After Hours #:      

	 Project Manager Name: 
	 Project #:      
	Reimbursable:  FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO

	

	Document Management
	 Project Name:      
	 Bid Date:      
	 Bid Time:      

	
	 PlanWell Project Number:      
 (Number that guests will use to access the project.  Because modifications may need to be made, the final number will be emailed upon completion of project upload.)

	
	 Project Phase:     FORMCHECKBOX 
 Schematic Design     FORMCHECKBOX 
 Design Development     FORMCHECKBOX 
 Bidding     FORMCHECKBOX 
 Construction

	
	 Issue Name:      
	 Issue Date:      
	 Estimated Project Value: $     

	
	 Turn off Most Current Set Folder?  (Recommended to be turned off until 100% CD’s are issued)  
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO
	NOTE:

The ‘Most Current Set’ is

automatically updated with

each newly published issue.

	
	 Digital Download of Drawings Available? 
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO
	

	
	 Exclude this issue from Most Current Set?  (Recommended on issues that you do not want to 
 become part of the ‘Current Set’)  
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO
	

	
	 Save previous issues to CD and delete from PlanWell? (Recommended after 100% CD plans

 are issued to reduce Issue folder listing)
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO
	

	
	 Originals  

 Supplied:
	 FORMCHECKBOX 
 Plans
	By:
	 FORMCHECKBOX 
 FTP
	 FORMCHECKBOX 
 EWO Upload
	 FORMCHECKBOX 
 I require a pick-up
	 FORMCHECKBOX 
 I will drop off
	  FORMCHECKBOX 
 New Project
  FORMCHECKBOX 
 New Issue on Existing Project

	
	
	 FORMCHECKBOX 
 Specs
	By:
	 FORMCHECKBOX 
 FTP
	 FORMCHECKBOX 
 EWO Upload
	 FORMCHECKBOX 
 I require a pick-up
	 FORMCHECKBOX 
 I will drop off
	

	
	  FORMCHECKBOX 
 Public Planroom
	  FORMCHECKBOX 
 Private Planroom (Password Protected)
	 Password:      
 (Required for Private Jobs, Max. 26 characters)

	

	Print Order Due Date:      
	Print Order Due Time:      

	Small Format Print Order
	Original Description or File Name
	QTY
	Output Size
(8.5 x11, 8.5x14,
11x17)
	Sides
(Single, Double)
	Type of Paper
	Bindery Type
(Screw Post, 3 Hole,

Staple, Laminate,
GBC, Wire-O, Coil)
	Bind Color

	
	     
	   
	
	
	     
	     
	

	
	     
	   
	
	
	     
	     
	     

	
	     
	   
	
	
	     
	     
	     

	
	     
	   
	
	
	     
	     
	     

	Large Format Print Order
	Original Description or File Name
	QTY
	Output Size
(Full, Half, Other)
	Type of Paper
(Bond, Vellum, 
Mylar, Other)
	Paper Color
	Bindery Options
Strip Bind, Staple Only, 
Screw Post, Hole Drill
Loose, Fold, Laminate

	
	     
	   
	
	   
	
	     

	
	     
	   
	
	   
	
	     

	
	     
	   
	
	   
	
	     

	
	     
	   
	
	   
	
	     

	Special Instructions / Order Restrictions
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PlanWell Project Submittal Work Order





To fill in this form, click or tab to the gray boxes.  The text boxes will expand as you type.  If filling out this form electronically, please place an EWO so that you can complete an initial print order request. Please attach this document to the EWO in the ‘Custom Transmittal’ option of the DISTRIBUTION SCREEN. If you are filling this form out manually, please contact your local ARC location to request the pickup of your originals, and attach a Print Order to this form for processing.














