
 

 

Instructor       Course       
    
Original # Pages       # Copies Needed       
 
 PLEASE CHECK TYPE OF WORK NEEDED 
 

 Copied Single-Sided  3-Hole Punched 
 

 Copied Double-Sided   
 

 Stapled   
 

 Collate & Stapled  Other       
 
 
 
Date Requested:       Time:       
 
Date Needed:       Time:       
 

Special Instructions: 

      

      

      

      
    

*ALLOW 2 HOURS FOR COPYING 
 
 
 
 
   

Division Chair Department Head  
Approval for copyright materials 

 Date 

 
 

NOTE:   *THIS FORM IS SUBJECT TO CHANGE UPON WORK SUBMITTED!! 
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