
JOB ID # 

The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other repro-
ductions of copyrighted material. Under certain conditions specified in the law, libraries and archives are authorized to 
furnish a photocopy of other reproduction. One of these specified conditions is that the photocopy or other reproduction 
is not to be “used for any purpose other than private study, scholarships or research.” If a user makes a request for, 
or later uses, a photocopy or reproduction for purposes in excess of “fair use” that user may be liable for copyright 
infringement. This institution reserves the right to refuse to accept a printing order if, in its judgment, fulfillment of the 
order would involve violation of copyright law.

o This request complies with Section 107 of the copyright law.

Signature of Instructor:  _____________________________

o Return through Campus Mail
o Will Pick Up
o Distribute to:

___ Administrators	 ___ Classified Employees
___ Faculty	 ___ 1 Each Department
___ Librarians	 ___ Students (Fred. Hall)

o �FINISHED WORK RECEIVED BY:

____________________________ 

DATE:	________________	

4/
20

19

S P E C I A L  P R I N T I N G 
I N S T R U C T I O N S________________________________________________________________________

o ��PRINT ONE SIDE ONLY      o PRINT ON BOTH SIDES o PRINT IN COLOR*

TOTAL # OF PAGES TO BE COPIED	 ______            NUMBER OF COPIES PER PAGE   ______

PAPER SIZE 
o 8.5x11”

o 8.5x14”

o 11x17”

o 12x18”

o �Paper
Provided

20# PAPER
o White

o Blue

o Buff

o Goldenrod

o Green

o Pink

o Yellow

WIDE FORMAT PRINTING*

o 24” o 42” 

67# CARDSTOCK*
o White	 o Green

o Cream 	 o Goldenrod

o Gray	 o Yellow

o Ivory	 o Blue

ENVELOPES
o �Plain White, Black only

o �State Seal, Black only

o �State Seal, Black and Red

o UNIVERSITY WORK

D E PA R T M E N T________________________________________

N A M E________________________________________

P S #________________________________________

D AT E________________________________________

P H O N E  N U M B E R________________________________________

A U T H O R I Z E D 
S I G N AT U R E________________________________________

o �Test o Form o Syllabus

o �Letter/Memo o Course Material

o _________________________

o �PERSONAL WORK
(Bill to Individual or Organization)

N A M E_______________________________________

A D D R E S S_______________________________________

_______________________________________

DATE NEEDED
o �Hard copies 

provided.

FINISHING
o Collate o Punch o Fold

o Staple o Cut o Booklet

o POLY        o VINYL

o 36”

o Spiral Bound*
o Pad o Thermal Tape*

F I N I S H I N G 
S P E C I F I C S_______________________________________________________________________

LETTERHEAD
o �Plain White, Black only

o �State Seal, Black only

o �State Seal, Black and Red

FILE NAME

* �Charged against 
FRS account




