[image: image1.emf]        COPY JOB REQUEST FORM
Date Requested: ________________________         Time Requested: _______________________ 
Date Required: _________________________          Time Required: ________________________ 

Account Number: __________________            Dept: __________________________ 
Name: _________________________________        Telephone Extension: ___________________
Number of Copies: _________________
                                              ᄆ Routine                       ᄆ Exam (Confidential)_______________                                                       

Ink:     O   Black (.05/side)
  O   Color (.30/side) 

Paper Color: _______________________                      Paper Weight:   O  Text
   O   Cardstock
Paper Size: O   8.5 x 11
O   8.5 x 14
  O   11 x 17  

O   1 –› 1   (1-sided original to 1-sided copy)            O   2 –› 2   (2-sided original to 2-sided copy)   
 Default  1 –› 2   (1-sided original to 2-sided copy)   O   2 –› 1   (2-sided original to 1-sided copy) 
BINDERY/MISCELLANEOUS OPTIONS 
O   Staple                      O   Folding: _________________ type of fold
O   3-Hole Punch           O   Cutting: _________________ Size

O   Booklet                     O   Padding: ___________Size _________# of Pads 

O   Laminate
 Binding: 

O  Comb 
O   Spiral
Cover Type: 

O  Paper Color ________________         O   Cardstock Color: _______________
O  Clear – Front Only                            O   Clear – Front and Back 

O  Black “Leatherette” – Back 

Special: ____________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Questions? Please call extension 2690
