Copy Request Form (attach original)

Please give at least 6 hour notice for copies.
Today’s Date: _________________________________________
Name: ______________________________________________ Phone #:_____________________________________________
Total Number of Copies Needed: __________________              Needed By (date and time):________________________
Check all that apply:
· single-sided
· collate
· stapled top left
· double-sided
· 3 hole punch 
· stapled in other area: __________________
Special instructions:
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Guidelines: If you would like to have the copies ready for you in the morning, please have this sheet along with the original to the GUSLA office by 3 p.m. and they can be picked up at the GUSLA office by 7:30 a.m.
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