Color Copy Print Request Form

If you e-mail this request, you must also send me a hard copy with the appropriate Dean’s

signature of approval. REMEMBER: It is 7cents per color page!

Requested by___________________________________________________

Dept ___________________Extension ______x________________

Dean’s Approval ______________________________________________________________

Date requested ________________________Date needed by ________________

Project(s) needed:

_______________________________________________________________________________________________________________

2. How many do you need printed? ____________________________ 

2A. What type of paper is needed?_ ____________Size of paper:_______________________
3. Does this project need to be folded/stapled? If yes, please complete a separate form for the Copy Center with instructions.

I will make every effort to complete your request in a timely manner. Please allow 5

business days.
Thank you for your cooperation.
