
Printing and 
Graphics Services

A full service print shop for 
all of your graphic design, 
pre-press, digital and offset 
printing and finishing needs.



S  tudent achievement and 
school success drives the 
Monroe 2–Orleans BOCES 

Printing & Graphics Services Group. 
We can design and produce most 
types of documents from: curriculum 
guides to calendars; tests to 
awards; school & district newsletters 
to annual reports. 

The Printing and Graphic Services 
Group works closely with our 
component school districts to 
achieve student success. From 
teaching materials to communication 
tools, we pride ourselves on 
designing and printing cost effective, 
quality products.

Our staff is here to ensure that you 
receive expert assistance and prompt 
service. The goal of the Printing & 
Graphic Services group is to ensure 
that you receive on-time delivery, 
quality design and printing, and the 
most cost-effective price for your 
project.

Together, our eight staff members 
have a combined 80+ years in 
the printing and graphics industry, 
and bring diverse expertise to our 
service. We are dedicated to meeting 
the routine and customized needs of 
our customers.

The Monroe 2–Orleans BOCES Printing 
and Graphics Service supports the 
education of students at BOCES 2 
and our component districts, providing 
the best service possible by meeting 
customer needs for:

Quality
Turnaround

Cost-effectiveness

Services Offered
•  Graphic Design and Prepress 
Services

•  Full Color Digital Printing (smaller 
quantities = up to 1500)

•  High Speed Black & White Digital 
Printing

•  1 to 4 Color Offset Printing 

•  Large Format Inkjet Printing  
(up to 24 x 36 inches)

•  Variable Data Services

Finishing Options
•  Saddle Stitch

•  Staples

•  Comb Binding

•  Perfect Binding

•  Laminating

•  Poster Mounting

•  Multiple Folding Options

•  Padding

•  Hole Punching/Drilling

Job Types
•  Brochures, Pamphlets, and Flyers

•  Posters

•  Newsletters

•  NCR (carbonless forms)

•  Booklets and Manuals

•  Calendars

•  Letterhead, Envelopes, and  
Business Cards

•  Teaching and Testing Materials

•  Certificates, Awards, Buttons, 
Invitations, Programs, and Other 
Special Event Items

•  Folders

•  Special Publications

•  Shipping Labels, Name Tags, 
Seals, and Other Adhesive 
Products

1 Staple
2-70 sheets

2 Staples
2-70 sheets

1 Staple
2-70 sheets

Saddle-stitch
2-10 sheets

Tabs*
5 tab sets
multi-color

Perfect Bind*
10-300 sheets

* Comb* 
20-240 sheets
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Celebrating

Years of Service

 Center for Workforce
Development

Westview Commons
3545 Buffalo Road

Rochester, NY 14624
www.cwdadulteducation.org

Vivian A. Cook-Johnson
Admission Advisor
Tel:    (585) 349-9143
Fax:   (585) 349-9101
E-mail: vjohnson@monroe2boces.org

Monroe 2–Orleans Board of Cooperative Educational Services

Where learning leads to a lifetime of opportunities

School Calendar2011-2012 Churchville-ChiliCentral School District

The Applegram
Lyndonville Central School District

Lyndonville Central School 
District’s Web site has  

up-to-date information!!
Please visit us at 

www.lyndonvillecsd.org
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Lyndonville’s Top Ten 
Graduating Seniors ............2

Class of 2011 Awards & 
Scholarships ....................3

Students Earn  
Technical Endorsements .....4

Parent University Investigates 
Internet Safety ................4

Recognition And Awards ......4

Service Learning Projects ....5

Class of 2011 Future Plans ...5

Athletes Honored At Annual 
Banquet ........................6

Congratulations to Boys 
Varsity Baseball team ........7

Points of Pride .................7

LCS Presents Special 
Recognition for Retirees .....8

Elizabeth Feldman Named Valedictorian and 
Chelsea Castricone Named Salutatorian

Elizabeth Feldman earned the distinction of 
Valedictorian of the Lyndonville Class of 2011 
and Chelsea Castricone earned Salutatorian. 
Elizabeth’s Valedictory address was titled “A 
Walk in Time” and Chelsea’s was “Through 
the Years.”

Other top ten graduates include: Miranda 
Feller, Matthew Gawne, Caitlin Hartman, 
Jacob Hopkins, Ayman Huzair, Andrew 
Hydock, Daniel Marek and Kristen 
Marciszewski. Students earning Academic 
Excellence distinctions for maintaining a 
92 percent or higher average every marking 
period for four years are Chelsea Castricone, 
Elizabeth Feldman and Miranda Feller. 

Class of 2011 

Senior

Recognition

Building a tradition of excellence...one student at a time.

Center for Workforce Development             Program Guide
Fall2011

Realistic Adult EducationLook inside for…Career Job TrainingCertificate Career Education 
Programs

Customized Training Community Continuing Education
Transportation TrainingAdult Literacy (GED & ESOL)Online Courses

www.monroe2cwd.edu 
Register Online Today!

Westview Commons Business Park
3545 Buffalo RoadRochester, NY 14624www.monroe2cwd.edu

 Center for WorkforceDevelopment



How do I submit  
a job?
Jobs can be submitted through 
inter-office mail to the BOCES 2  
Print Shop using the Printing 
and Graphics Services form or 
faxed to 349-9065. Additionally, 
jobs and paperwork can be  
submitted electronically 
through e-mail to printshop@
monroe2boces.org. *Please 
call 349-9074 for details or 
visit www.monroe2boces.org/
printshop.

*Larger files can be zipped 
and uploaded via our FTP site:  
http://www2.monroe2boces.org/printjobs.

What types of 
equipment does the 
Print Shop use?
We print using digital presses 
(laser print: both full color on 
a Konica Minolta 6501 and 
black & white on a Konica 
Minolta 1050 and 1051) and 
offset presses (traditional ink). 

The KM 6501 produces full 
color documents and is best 
suited for projects with a 
smaller quantity (under 1500 sets). 

The KM 1050s quickly print black and white copies and offer 
inline finishing such as stapling, perfect binding and saddle 
stitching (10 to 300 sheets). 

Our offset presses can print 1 to 4 colors and reproduce 
most of the projects with larger quantities. The four color 
printing process on the traditional press replaces the full 
color digital printing of the KM 6501 to cost effectively print 
large quantities (over 1500 sets) of full color projects. 
We can also print posters and banners up to  
24 x 70 inches.

F o r  P r i n t i n g  a n d  G r a p h i c s  U s e  O N L Y

1 Staple 2 Staples 1 Staple

Tape

3 Hole

Half fold

Letter fold

Saddle-stitch

Tabs

Z fold

Comb

_ __________________________
_ ______________________________
_ ______________________________
_ ______________________________
_ ______________________________

Job name

Date Submitted Date needed/Ship By

Customer name    E-mail Address  Phone No.

No. of originals

Quantity

District / BOCES 2 Department (see reverse side for approved list) / Bill to
Lam DES PIT GR GV OUT 

     Two-sided or One-sided or As is/labeled

     Collated (1,2,3; 1,2,3; 1,2,3)    or       Uncollated (1,1,1; 2,2,2; 3,3,3)             Slip Sheet

 81⁄2 x 11 or 81⁄2 x 14 or 11 x 17 or 12 x 18 or 17 x 22
    Black & white or Full color or 1 / 2 / 4 color___90/65 W (uncoated)               color

___65# M(coated)  ___80# Gloss  ___90# M(coated)

ink color(s)
     No. 10 or ________ envelopes* (choose one)          plain          window

     Carbonless forms* (choose one)      2         3         4         5      _________other

Shipping address/Location

Cleanup originals (straighten, remove punch/edge marks, spots) Please 

include originals in good condition on white paper or as PDF or other electronic 

file. If you have poor originals, you may request us to “Cleanup” your originals and 

create a new master - additional charges apply

    Cover Stock  _________________

BOCES 2 Printing and graPhiCS OrdEr FOrm  |  tO EnSurE aCCuraCy all rEd SECtiOnS muSt BE COmPlEtEd!

# up on sheet

 
(We respect the laws of copyright.  

All copyrighted materials must have approval attached)

Standard Text _______________________  

DT DC ABD Ham Sak EPS 

Printing
________  Total quantity printed________ # Color originals/imps________ # B/W originals/imps____Electronic File 

      -Location ____________________Press Time

paper type / color

Special paper  ____________________

________________________________________________________________________
________________________________________________________________________

_________________

Proof needed (date?)

_________________
_________________

__8 1/2x11 or __11x17 one-sided sheets

Copyright?

Name

District/Business
Building

Street Address
City, State Zip

__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________
__________________________

Customer Instructions

Subset Stapling (collating multiple packets into one set) - additional charges apply

________
________

________________________________________________________________________

 ______ Initial Spell Check ______ Proof Read #1 ______ Proof Read #2 ______ Final Spell Check  ______ Press Proof ReviewedThis MUST BE completed BEFORE 
sending to production

Reverse  or         Straight  or         Special Order

______PDF

___20# (8 1/2  x 11)  ___60# (11x17 or 22x17)    color
___28# (color copies)  ___80# Gloss  ____32# M (coated)  ___VIA (letterhead)

(between sets)

______________________________________________________________________________________________________________________________________________________________________________________Paper checked /ordered _________________Customer Hard Copy Supplied: ____________Final Size:___________________________

Job notes from Customer Service

F o r  P r i n t i n g  a n d  G r a p h i c s  U s e  O N L Y

Graphics

Time ___________________Designer   LM    MM    KS  ____# proofs _________________Elec File _________________Prev #  __________________
____# Poly or Metal Plates -by _____________

Billing

Quote # ____________________Delivery Fee $ ________________Customer PO# _______________Out. to  _____________________  $____________________            PO obtained ____________Mtrls. from  __________________ $ _____________________

Straight Reprint  or  Changes

Date shipped

Signature

4 panel fold

Finishing
____ Collating  ____ Cutting____Padding  ____ Folding ____Scoring  ____ Drilling____By Hand  ____________________ Other  ______________________Return Originals to Customer ________One copy to Graphics _______

Initial

Standard
2-sided

See below

Initial

( ___ labels/map attached)

YOUR Job #

_________________

(Ship via:   UPS    B1    B2    Interoffice)

(585) 349-9074 Phone(585) 349-9065 Fax

3625 Buffalo RoadRochester, New York 14624www.monroe2boces.org

Monroe 2–Orleans Board of Cooperative Educational Services

 Communication and Technology Services

Attach File and Submit to
printshop@monroe2boces.org

✔

✔

✔
✔

✔
✔

✔

✔

✔

✔

BOCES CaTS

John Doe

jdoe@yahoo.com 585-555-5555

8/8/08
8/29/08

8/15/08

Student Packet

52

375

CaTS125

John Doe
BOCES 2

CaTS
3625 Buffalo RoadRochester, NY 14624

Yellow

White and Blue

Please print cover in Yellow65# Cover; printed on the front
cover and blank back cover.Print all sheets in White 20#text weight stock except forpage 23 & 24; print thesepages 2-sided on blue 20#text weight stock.

Please send me a proof by8/15 before printing entirequantity.

Below are tips we offer to assist 
you in getting the most from  

our service:
•  Whenever possible, select two-sided 
printing. This will save not only trees 
but paper cost. Jobs that are printed 
two-sided are half the weight, something 
to consider if you have to carry or mail 
your jobs to another location. 

•  Please provide detailed and complete 
specifications for your job including 
name, delivery location, paper stock, 
and finishing options. 

•  Please provide a specific date for 
delivery and indicate if a proof is 
required. 

•  If you are going to submit a job via 
e-mail, convert your file to a PDF with 
embedded fonts and hi-resolution 
graphics. Submit via the button on the 
electronic form.

•  Original documents and electronic 
files will provide the best quality 
reproduction. 

•  Give us a call at 349-9074 if you have 
any questions or special instructions for 
your job.



Below are the assorted colors that may be available. All sizes 
and stocks may not be available.

Standard Papers:
KM 1050s (digital B&W):  
20 lb. 8½ x 11 white paper. 
KM 6501 (digital color):  
28 lb 11 x 17 white 
Offset Press: Multiple sizes
We also, stock 32 lb. white matte coated 
and 80 lb. white gloss coated papers for 
printing on the digital color and offset 
presses.
In addition to these standard papers we 
also stock carbonless (NCR 2, 3, 4, and 
5-part) paper, No. #9 and No. #10 white 
envelopes, 20 lb. watermarked letterhead 
paper, and various colors of text and 
cover weight paper (e.g. blue, yellow, 
green, red, pink, lilac). Because we bid 
the paper for the best price, there may 
be slight differences in paper color and 
brightness. If you need a specific paper 
we can order that for your job.

What paper is available?

Ivory Buff Solar Yellow Canary Lift-off 
Lemon

Goldenrod

Celestial 
Blue

Neptune 
Blue

Light Blue Gamma 
Green

Light Green Planetary 
Purple

Orchid Pulsar Pink Cherry Light Pink Fire Ball 
Fuchsia

Rocket Red

Re-entry 
Red

Salmon Cosmic 
Orange

Gray Tan Special 
Order

Regular Copy Paper
8½ x 11 20 lb. text - white and assorted colors
8½ x 11 60 lb. text - white and assorted colors
11 x 17 60 lb. text - white and assorted colors
8 ½ x 11 65 lb. cover stock - white and assorted colors
8½ x 11 90 lb. index stock - white and assorted colors 
11 x 17 65 lb. cover stock - white and assorted colors

Traditional Press Paper
(These papers are 11x17 but can be cut down  
to another size after printing.)
60 lb. text (uncoated)
32 lb. Mohawk (matte coated) (also 12x18) 
Via (uncoated with watermark)

Color Copy Paper
(These papers are available in 8½ x 11 and 11 x 17 
sizes unless indicated and are only available in white.)

 28 lb. Hammermill text (smooth finish)
 32 lb. Mohawk text (matte coated) (also 12x18)
 80 lb. Sterling Ultra Gloss text (gloss coated)  
	 (also 12x18)
 65 lb. Cover stock (smooth finish)
100 lb. Cover stock (smooth finish)
 80 lb. Sterling Ultra Gloss Cover (gloss coated)  
	 (also 12x18)
 10 pt. Super gloss (smooth finish on one side,  
 high gloss coated on opposite side) (also 12x18)


