
  COPYRIGHT RESTRICTIONS WARNING

The copyright law of the United States (Ti tle 17, United States Code) governs the making of photocopies or other re pro duc tions of copyrighted material. Under cer tain con di tions specifi ed in the law, 
li brar ies and ar chives are au tho rized to furnish a pho to copy or other reproduction. One of these spec i fi ed con di tions is that the pho to copy or re pro duc tion is not to be “used for any pur pose other than 
private study, schol ar ship, or re search.” If a user makes a re quest for, or lat er uses, a pho to copy or re pro duc tion for pur pos es in excess of “fair use,” that use may be liable for copy right in fringe ment. 
This in sti tu tion re serves the right to refuse to ac cept a copying or der if, in its judg ment, ful fi ll ment of the or der would in volve vi o la tion of copyright law. For further information please refer to Fair Use 
of Copyrighted Works available on the Reprographics counter.of Copyrighted Works available on the Reprographics counter.of Copyrighted Works

CHARGE_________________________________

REQUEST # ______________________________

APPROVED ______________________________

OFFICE USE ONLY

 MARKETING DEPARTMENT ✐ REPROGRAPHICS 415.485.9447

Photocopying & Printing Request

BOOKED DATE CLIENT’S NAME EXT DE PART MENT BUDGET CODE

COMPLETION DATE PROJECT NAME TOTAL BUDGET*

❏ Printing: 

 # copies __________ # originals ________

 Paper code: _________________________

❏ Not Back-to-Back (Jobs are p rinted  
back-to-back unless  specifi ed otherwise.)

❏ Not collated

❏ 8 1/2 x 11 ❏ 8 1/2 x 14 ❏ �1 x 17

❏ NCR: # parts __________

❏ Finishing

 ❏ Insert chapter breaks

 ❏ Cut to Size ____________________

 ❏ 3-Hole Punch

 ❏ Fold to Size ____________________

❏ Binding

 ❏ 1 Staple

 ❏ 2 Staples

 ❏ GBC plastic comb

 ❏ Tape

❏ Card stock covers

 ❏ Clear vinyl covers

❏ Envelopes: 

 Type _________________Qty________

❏ Labels: Qty__________

❏ Letterhead: Qty_________

❏ Paper:

 Type ________________Qty_________

❏ Memo: 8.5 x 5.5, Qty_________

*IF TOTAL BUDGET OVER $200, DEPARTMENT HEAD SIGNS HERE TITLE DATE

Vendor _____________________________________________________ Phone ___________________

Contact _____________________________________________________ Phone ___________________

E-mail_______________________________________________________ Hours __________________

Address _______________________________________________________________________________

Fed Ex #_____________________________ Date Out ________________ Date Due ______________

Client is responsible for all distribution, including 
obtaining and affi xing labels, placing in College 
mailboxes, and USPS mailing.

❏ Hold at counter

❏ Send to IVC

❏ Send to Bookstore

❏ USPS Mailing

❏ First Class (under 200)

❏ Bulk (over 200)

ADDITIONAL INFORMATION

 PRINTING AND BINDING  DISTRIBUTION  STATIONERY

OFFICE USE ONLY

  COPYRIGHT RESTRICTIONS WARNING
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