Instructions for using this form to E-mail documents to the Reprographics Department:
Retrieve this form and use the Tab Key to move around it. Click the mouse (or press the spacebar) to put a check in the desired boxes.

Send this form and your document as attachments with your E-mail. Use a new form for each document. The E-mail address is ranzualda@gavilan.edu
Gavilan College


Reprographics Department


Request Form 


Name:						Order date:


Department:					Date Needed:


Extention #


Number of Original Pages:			Number of Copies Requested:


Printing:  1 sided___  2 sided___ 1 to 2 sided____  2 to 1 sided___


Put a X in front of the request below:


Print Front & Back						


Collate & Staple						


Three Hole Punch						


Glue								


Cut


Fold								


Letterhead


You need to supply your own NCR Paper


NCR (2 Part) 8 ½ x 11


NCR (3 Part) 8 ½ x 11


White Paper will be used for all printing. (If you want color paper you will have to supply your own).





Other Instructions (please specify): 








Reprographics will not be responsible for the content or design of the original. All materials will be reviewed to ensure compliance with copyright laws. Publisher permission to print should be submitted with your original.
· Allow 1 to 2 working days for a request of 1,000 copies or less

· Allow 1 to 3 working days for 1,001 + copies

· Allow 30 (minimum) working days for textbooks



Revised: 2-5-14




