William Mitchell College of Law

PHOTOCOPY CENTER WORK REQUEST

TODAY’S
RETURN TO

DATE & TIME:     

 FORMTEXT 
     

MAILBOX NAME:          



FROM:          

RETURN BY DATE:          



DEPT:     

 FORMTEXT 
     

EXT./PHONE #:          



DOCUMENT NAME:          


NUMBER OF COPIES NEEDED:     

 FORMTEXT 
     

LENGTH OF DOCUMENT:     

 FORMTEXT 
     

CONFIDENTIAL:
(   YES
(  NO

Type of Paper:
Copying Instructions:

 FORMCHECKBOX 
 Standard – 8½ x 11 white

 FORMCHECKBOX 
 Copy as submitted

 FORMCHECKBOX 
 Legal – 8½ x 14 white

 FORMCHECKBOX 
 Copy on one side only

 FORMCHECKBOX 
 Docket – 11 x 17 white

 FORMCHECKBOX 
 Copy one-sided to two-sided

 FORMCHECKBOX 
 William Mitchell Letterhead

 FORMCHECKBOX 
 Copy two-sided to one-sided

 FORMCHECKBOX 
 William Mitchell Letterhead 2nd Sheet

 FORMCHECKBOX 
 Copy two-sided to two sided



 FORMCHECKBOX 
 Copy side-by-side (book style)

 FORMCHECKBOX 
 Colored Paper
 FORMCHECKBOX 
 Colored Cardstock


(20 lb)

(110 lb)
Finishing Options:


 FORMCHECKBOX 
 Blue

 FORMCHECKBOX 
 Blue

 FORMCHECKBOX 
 Collate


 FORMCHECKBOX 
 Green

 FORMCHECKBOX 
 Green

 FORMCHECKBOX 
 Staple


 FORMCHECKBOX 
 Gray

 FORMCHECKBOX 
 Yellow

 FORMCHECKBOX 
 Fold:        FORMCHECKBOX 
 Z-fold     FORMCHECKBOX 
 half fold    FORMCHECKBOX 
 letter fold


 FORMCHECKBOX 
 Orange

 FORMCHECKBOX 
 Gray

 FORMCHECKBOX 
 3-hole punch


 FORMCHECKBOX 
 Lavender

 FORMCHECKBOX 
 Dark Pink

 FORMCHECKBOX 
 Rubberband


 FORMCHECKBOX 
 Yellow

 FORMCHECKBOX 
 White

 FORMCHECKBOX 
 Bind


 FORMCHECKBOX 
 Gold

 FORMCHECKBOX 
 Cream

 FORMCHECKBOX 
 Cut:  FORMCHECKBOX 
 ½ cut   FORMCHECKBOX 
 1/3 cut   FORMCHECKBOX 
 ¼ cut



 FORMCHECKBOX 
 Buff (light gold)



 FORMCHECKBOX 
 Blank Colored Sheet Between Copies




 FORMCHECKBOX 
 Light Pink


 FORMCHECKBOX 
 Dark Pink



 FORMCHECKBOX 
 Cream


Color Copier:






 FORMCHECKBOX 
 8½ x 11 – 29 lb Brilliant White Bond 






 FORMCHECKBOX 
 11 x 17 – 29 lb Brilliant White Bond

 FORMCHECKBOX 
 Neon colored paper

    (50lb)


 Notes:


 FORMCHECKBOX 
 Lime Green





 FORMCHECKBOX 
 Orange


     

 FORMTEXT 
     

 FORMTEXT 
     



 FORMCHECKBOX 
 Red


 FORMCHECKBOX 
 Green


     

 FORMTEXT 
     

 FORMTEXT 
     



 FORMCHECKBOX 
 Blue







     

 FORMTEXT 
     

 FORMTEXT 
     


 FORMCHECKBOX 
 Labels


     

 FORMTEXT 
     

 FORMTEXT 
     


 FORMCHECKBOX 
 Transparency


     

 FORMTEXT 
     

 FORMTEXT 
     


 FORMCHECKBOX 
 Carbonless forms:


________________________________________________




 FORMCHECKBOX 
 Full sheet  [2-pt]  [3-pt]  [4-pt]


 FORMCHECKBOX 
  Printed Tab Inserts  (white)




Please return completed form with your original document(s) attached
to the Copy Center. 
Key Operator:	


Date & Time:	








