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Name: _____________________________  Date ____________  Time _________"

"

"
Indicate the general purpose & reason for this photocopy""

"

"
NOTE: All requests will be completed within 48 hours. Please do not request 
emergency jobs.

Photocopy Lamination Scanning

Photocopy

Lamination Think Twice - does this need to be 
laminated?

Scanning

!  By Self

!  Colour

!  To disk (provided)!  B/W !  colour

!  Collate!  Black & White

!  By Front Office

!  Recycled 
paper

!  To email!  To folder

!  Staple!  Double sided

Communication:"

Assessments:"

Others:"

Special requirements:


