The Copy Center Electronic Submission
(Please use this form for electronic submissions only hard copies must use the standard work order) 

Revised August 24, 2011
Name:

Department Code:
Date submitted:

Date needed: (note: ASAP is not a valid deadline)

Amount needed:

Color Paper:                               Color Copies:

Front to back :                             Collate:                           Staple:                     Three Hole Punch:

(All work printed front to back on white paper unless otherwise indicated.)

Delivery:          220                                    241                                   Adjunct  
(Note: The Copy Center no longer has a HOLD drawer)
Special Instructions: 

Thank You.

