Print Request Form

Please describe the task being requested:  ____________________________________________________________________________________________________________________________________
When is the requested completion date/time?  __________________________________________________________________
Contact person for the request:  __________________________________________________________________
Sponsoring Committee:  __________________________________________________________________
Contact Phone #/Email:  __________________________________________________________________

How many copies are needed:  ______________

What size paper would you like:	 
8.5 x 11” (letter)		8.5 x 14” (legal)		11 x 17” (tabloid)
Half page 5.5 x 8.5”	other

Will this be printed in:  ______________		
color	or   black & white

What weight of paper:  ______________		
20lb (regular weight)  or    65lb (card stock)

Color of paper:  ______________		
white, blue, grey, pink, speckled, or Other

How do you want to be notified of completion?  ______________		(Email or Phone Call)

