Copy Request Form

The Continuing Education Department is not responsible for Copyright Laws.  This is the responsibility of the person making the request.

Name ____________________________________ Phone number to be reached at: ________________

Date Received _____________________________ Initials receiving party________________________

Suggested Pick-up Date and Time ________________________________________________________

Date Finished ________________________________________________________________________

Date Picked up and initials of Receiving Party ______________________________________________

Number of Copies: _______________ Paper Color: __________________ Shrink/Enlarge___________

One Sided ____ Two Sided ____ Collate ____ Staple ____ Paper Clip ____ Hole Punched ______

Special Instructions: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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