COPYING REQUEST FORM

Florida Keys Community College   

	 Date Requested:
	     
	
	Room # :
	     
	Department:
	     

	Telephone 
	     
	
	          Date Needed:
	     

	Account Code:
	     
	
	G/L Code: (5 Digit)
	     

	Submitted By:
	     
	
	Number of 

Pages / Originals:
	     
	Number of 
Copies Required:
	     


	Paper Size 


	Paper Type
	Finishing Type

	 FORMCHECKBOX 
8.5”x11”

 FORMCHECKBOX 
 8.5”x14”

 FORMCHECKBOX 
 11”x17”

Copy Originals

 FORMCHECKBOX 
 1 sided to 1 sided

 FORMCHECKBOX 
 1 sided to 2 sided

 FORMCHECKBOX 
 2 sided to 1 sided

 FORMCHECKBOX 
 2 sided to 2 sided

[image: image1.jpg]'d <l a

f_f\/\_

FLORIDA KEYS COMMUNITY COLLEGE






	 FORMCHECKBOX 
 Black and White

 FORMCHECKBOX 
 Color Copies

 FORMCHECKBOX 
 Color Transparencies

Specialty Form

 FORMCHECKBOX 
 2 Part Form NCR (No Carbon) 

 FORMCHECKBOX 
 3 Part Form NCR (No Carbon)

 FORMCHECKBOX 
 4 Part Form NCR (No Carbon)

 FORMCHECKBOX 
 Other 


	 FORMCHECKBOX 
 Collate

 FORMCHECKBOX 
 Collate & Staple

 FORMCHECKBOX 
 3-hole Punch

 FORMCHECKBOX 
 3-ring Binders

(Binders supplied by requester)

 FORMCHECKBOX 
 2-hole Punch (Top Only)

 FORMCHECKBOX 
 Custom Tabs (Provide Master)

 FORMCHECKBOX 
 Insert Tabs (Numeric Alpha)

 FORMCHECKBOX 
 Insert Color Slip Sheets

 FORMCHECKBOX 
 Color Cover (Original to be supplied)

 FORMCHECKBOX 
 Saddle Stitch

 FORMCHECKBOX 
 GBC Binding 

 FORMCHECKBOX 
 Tape Binding 

 FORMCHECKBOX 
 Folding



	


	Special Instructions
	

	     

	     

	     

	     

	     


FKCC Form #       hg 06/05
