
Central Services 
Print Request Form 

 
Today’s Date:  ___________________________________________ 

Date Needed:  ___________________________________________ 

 
Number of Copies:  _______________________________________ 

Color of Paper:  __________________________________________ 

Black & White Printer:  ____________________________________ 

Color Printer:   ___________________________________________ 

 

Collate:          ___________          Special Instructions: 

Staple:                  ___________  _____________________________ 

Back to Back:      ___________  _____________________________ 

Fold:          ___________  _____________________________ 

3 Hole Punch:      ___________  _____________________________ 

 

Distribute to:    Charge to 

All Campus:          ___________ Department:  ___________________ 

Faculty:                 ___________ ______________________________ 

Admin:          ___________  

Other:                   ___________  Call 

      Name:  _______________________ 

      Extension:  ____________________ 

 

Please try to save paper and  

allow copies to be made back to back! 
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