Copy Center

Requisition

Date ____________           Department _____________________________
Requested by (Signature) ________________________________________
Copy Title ____________________________________________________
Check the following:



White           ___
Collate

    ___


Blue

___

Staple

   
    ___


Green 
___

Back to Back
    ___

          *Ivory
___

Already back  
     


**Pink
___

  
to back

    ___


Yellow
___

Special Instructions_____________________________________________
_____________________________________________________________
_____________________________________________________________

# of Original Pages _____

     # of Copies _____

Date needed _______


    Time _______ am/pm    
(please allow 24 hours for job completion)

*Not Available in 8 x 14 size paper.

** Not Available in 8 x 11 size cardstock.

11 x 17 paper only available in white at the Copy Center.
Color Copies are available on campus at a cost of 20 cents per copy.  For departmental work an Expense Chargeback form must accompany the request.  For personal copies, cash or a check made out to MCLA are acceptable.
……………………………………….

Copy Center Use Only

Total # _________          Operator ___________          Dept. ___________

NOTICE:  The copyright law of the U.S. (Title 17 U.S. Code) governs the making of photocopies other Reproductions of copyrighted material.  The person using this equipment is liable for any infringement.  

