
How to Guide – Ordering Print Work

- Fill out Requisition Form
- Attach job Requisition form, Job file to be printed and 

email to UMProductionPrint@Ricoh-usa.com
- In the email explain any additional details or information 

pertaining to your Job Order.
- All jobs will be delivered based off of time agreed upon 

by both parties
- Required Payment Methods will be via PO or Pcard
- If you have any questions please call or email 

- 305-348-7426 or 786-269-3481 
- Operation Hours 8:00AM – 6:00PM
- UMProductionPrint@Ricoh-usa.com
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4x6 Card will be given to each employee 
impacted

Quotes and Pricing:
Based off the complexity of the job, we ask 

that price quotes be emailed to the email 

provided so that we can respond to the 

request with in 24 to 48 hours after 

submission. So, if any questions should arise 

we can communicate with the originator for 

clarifications and expediting of the job. 

Thank you

Ricoh 



Pricing List Chart
(All prices on this list are subject to change)

Paper Prints Type Per Impression Currently New Pricing Per Impression Cost Diffrence

8.5" x 11" - 24lb  - Bright HUE B&W $                                            0.070 $                                                  0.300 $                    0.230 

8.5" x 11" - 20lb  - B&W $                                            0.035 $                                                  0.065 $                    0.030 

8.5" x 11" - 20lb & 28lb - Color $                                            0.350 $                                                  0.400 $                    0.050 

11" x 17" - 20lb B&W $                                            0.040 $                                                  0.090 $                    0.050 

11" x 17" - 20lb & 28lb Color $                                            0.850 $                                                  0.900 $                    0.050 

8.5" x 11" - 67lb Card Stock - White B&W $                                            0.042 $                                                  0.100 $                    0.058 

8.5" x 11" - 67lb Card Stock - Color B&W $                                            0.079 $                                                  0.240 $                    0.161 

11" x 17" - 80lb Card Stock B&W $                                            0.135 $                                                  0.260 $                    0.125 

11" x 17" - 80lb Card Stock Color $                                            0.450 $                                                  0.520 $                    0.070 

Finishing
Staple Per Staple $                                            0.025 $                                                  0.060 $                    0.035 

Paper Clips Per Clip $                                            0.050 $                                                        - $                  (0.050)

Rubber Bands Per Band $                                            0.050 $                                                        - $                  (0.050)

GBC Comb - 1' > below Per Comb $                                            2.000 $                                                  2.500 $                    0.500 

GBC Comb - 1' < Above Per Comb $                                            2.000 $                                                  3.000 $                    1.000 

Clear Cover Per Cover $                                            1.250 $                                                  1.500 $                    0.250 

Vinyl Black Back Per Back $                                            1.250 $                                                  1.500 $                    0.250 

Combo - (Bind/Front&Back Cover) Per Combo $                                            5.000 $                                                  6.000 $                    1.000 

Lamination - 5 Mil  (8.5" x 11") Per $                                            1.750 $                                                  2.000 $                    0.250 

Lamination - 5 Mil  (11" x 17") Per $                                            3.500 $                                                  4.000 $                    0.500 

Hand Folding Per $                                            0.090 $                                                  0.100 $                    0.010 

Triming Per Cut $                                            1.250 $                                                  1.500 $                    0.250 

Tape Bind Per Bind $                                            2.500 $                                                  3.000 $                    0.500 

3 hole Drill B&W $                                            0.019 $                                                  0.025 $                    0.006 

Delivery Charge - Rush Jobs $                    25.00 


