Request for Xerox Copies

1. One noontime aide has been assigned to make copies for teachers from 11am-noon daily.

2. Complete request form & attach your original sheet(s) and/or book(s) AND enough paper to fulfill your request.

3. Place request packet in Xerox basket in main office by 11am.

4. Completed request will be placed in your mailbox by noon the next day.

	      
	
	     
	
	     
	
	     

	Name:
	
	Room #
	
	Copy Code
	
	Date:

	

	 # of Copies:

     
	Special Requests:  ex. Book Page #s - post-its OK

       

	 Paper Color:

     
	

	 Date Needed: 

     
	

	

	
	Double Sided Copies

	     
	Top Tray (normal copies)
	
	
	Original
	
	You Want

	     
	Uncollated or Stacked  

(ex. 2 copies of 3 unrelated pages)
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	1 side
	
	2 sides

	     
	Collated 

(ex. 2 copies of 3 page packet)
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	2 sides
	
	2 sides

	     
	Collated & Stapled

(staples in upper left corner)
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	2 sides
	
	1 side
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