ONONDAGA REQUEST FOR COPY SERVICES

I- : g
Q[' B 0 C E S Please print clearly and complete entire form For office use only

District: Building:

Please Print Your Name: Phone:
Email: Extension:
Date Sent: Date Required:

Document Description:

# of Originals (each side counts as one):

PAPER COLOR:

Weight : Regular Cardstock
Sided Copies: 1tol 1to2 2to2 2tol

3-HOLE Yes No

STAPLE: Yes Portrait Landscape Dual

COLLATED [] —
Copies come i i !

. 2 2
back in sets 2,
uncouatep 1]

Copies come i . 2
. 2
back in stacks o . 2

(Does not get stapled)

SPECIAL INSTRUCTIONS:

# of Copies :

COLOR INK Copies: Yes NoO Colorjobs must have authorization

SUPERVISOR’S AUTHORIZATION

COVERS:  Color:
Weight: Regular Cardstock

FRONT:PRINT ON: Outside Inside Both Blank
BACK:PRINT ON: Qutside Inside Both Blank

BINDINGS: Comb Tape Min. 14 pgs, long edge only
(All Bound jobs require a card-stock cover, please select above)

Enlarged SIZE: [] 117 x 17" (Tabloid)
[] 8.5” X14” (Legal)

Folded Booklet: 1 Small 8.5x11 folded = 5.5x8.5
[J Med 8.5x14 folded= 5.5x7

[] Large 11x17 folded = 8.5x11
NCR CARBONLESS: 2-Part 3-Part  4-Part

White White White
Yellow Yellow Yellow
Pink Pink
Fold:[] Cut:[]  Pad:[] Gold

Laminating: [ ] "24x11" is considered one job *Job will come back uncut

1,

, certify that this request for reproduction of

SIGN HERE

materials is in compliance with Copyright Law Title 17, U.S. Code.

PLEA SE' (Copyright compliance information is available at the BOCES Instructional Support Services office.)

SUPERVISOR’S AUTHORIZATION

BUDGET CODE (BOCES USE ONLY)

= Remove all staples.

= Color jobs must have signed authorization.

= Fill out form completely and attach form with paper clip to originals.

=> Send to BOCES Copy Service via interoffice mail service.
= The hard copy that you submit will be returned back to you with your completed job.

=» Please plan for additional processing time when submitting large, glued, or bound jobs. | | COMPLETED BY

For office use only:

SCANNED BY

MACHINE USED

Cayuga-Onondaga BOCES Copy Service | (315) 255-7680 | copyservice@cayboces.org




	Check Box3: Off


