Please paper clip this work order to the top of the originals

NUMBER OF COPIES


NUMBER OF ORIGINALS


Is this an exam or quiz?






(This is the number of pages you are giving us)











Yes_________ No______

Readings may not exceed 3 sheets of paper per set.
Your Name____________________________  Today’s date____________________________________

                       PLEASE PRINT!
Department___________________________   Date needed_____________ Time needed___________

Is original already back to back ____ yes   ____ no
Back to Back ____yes ____no
Special Instructions________________________________________
Collate         ____yes ____no    
_________________________________________________________

Staple           ____yes ____no
_________________________________________________________

3- hole punch ____yes ____no (now available on all documents)

(ALL READING MATERIALS WILL BE COPIED BACK TO BACK, THE ONLY EXCEPTIONS ARE EXAMS AND QUIZES, MAPS, WORKSHEETS)
PAPER CHOICES   ANY COLOR ___________
WHITE __________

YELLOW ________


Turquoise ________ 

PINK___________

BLUE ___________

GREEN _________

LILAC ________

IVORY ________

GRAY __________

SALMON ________

GOLDENROD ____________



TAN __________

CHERRY ________

If copies are to be taken from a book, please list the page number here  ______________________________________

Regular copies take at least 1 working day to process – book copies require 2 working days
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