 SEQ CHAPTER \h \r 1COPYING  REQUEST
Please file copying requests at least one week in advance.

Teacher: ___________________________________          Today’s Date:__________________

   Grade:___                                                                             Date needed:__________________

Request  #1
Title of the book/resource you want copied: __________________________________________

Which page(s) do you want copied?_________________________________________________

Number of copies to be made: ___________

CIRCLE ONE OPTION IN EACH CATEGORY  A  through  E
A.  Paper color:

White           Yellow           Green            Blue               Pink

                                                (Other color: _______________________ )

B.  Single or Double-sided?                  Single                               Double
C.  3-hole punched?                               Yes                                     No

D.  Collated?                                           Yes                                     No

E.  Stapled?                                             Yes                                     No

Special instructions:______________________________________________________________________________________
______________________________________________________________________________________________________
___________________________________________________________​​​​​​​​​​​​​​​___________________________________________
Request  #2

Title of the book/resource you want copied: __________________________________________

Which page(s) do you want copied?_________________________________________________

Number of copies to be made: ___________

CIRCLE ONE OPTION IN EACH CATEGORY  A  through  E
A.  Paper color:

White           Yellow           Green            Blue               Pink

                                                (Other color: _______________________ )

B.  Single or Double-sided?                  Single                               Double
C.  3-hole punched?                                Yes                                    No

D.  Collated?                                           Yes                                     No

E.  Stapled?                                             Yes                                     No

Special instructions:______________________________________________________________________________________
______________________________________________________________________________________________________
___________________________________________________________​​​​​​​​​​​​​​​___________________________________________
NOTE: A special color request may require a paper order being placed which takes up to 7 days to fill. Plan accordingly. Please check with Mona if you have any questions.

Request  #3.

Title of the book/resource you want copied: __________________________________________

Which page(s) do you want copied?_________________________________________________

Number of copies to be made: ___________

CIRCLE ONE OPTION IN EACH CATEGORY  A  through  E
A.  Paper color:

White           Yellow           Green            Blue               Pink

                                                (Other color: _______________________ )

B.  Single or Double-sided?                  Single                               Double
C.  3-hole punched?                                Yes                                    No

D.  Collated?                                           Yes                                     No

E.  Stapled?                                             Yes                                     No

Special instructions:______________________________________________________________________________________
______________________________________________________________________________________________________
___________________________________________________________​​​​​​​​​​​​​​​___________________________________________
Request  #4.

Title of the book/resource you want copied: __________________________________________

Which page(s) do you want copied?_________________________________________________

Number of copies to be made: ___________

CIRCLE ONE OPTION IN EACH CATEGORY  A  through  E
A.  Paper color:

White           Yellow           Green            Blue               Pink

                                                (Other color: _______________________ )

B.  Single or Double-sided?                  Single                               Double
C.  3-hole punched?                                Yes                                    No

D.  Collated?                                           Yes                                     No

E.  Stapled?                                             Yes                                     No

Special instructions:______________________________________________________________________________________
______________________________________________________________________________________________________
___________________________________________________________​​​​​​​​​​​​​​​___________________________________________
NOTE: A special color request may require a paper order being placed which takes up to 7 days to fill. Plan accordingly. Please check with Mona if you have any questions.

