y WORCESTER Publications & Printing Services

UN IS\;]?)IT{gIT Y Quick Copy Submission Form
Your Name: Email:
Department: Room #: Phone Ext.:

Job Description:
Date Required:
# of Pages: # of Copies:

Please make a selection: [] Deliver [ Pickup

Special Instructions:

[] Single Sided (items will be copied double sided by default)
] Collate

[J Punch — [ 3 Holes []J2 Holes

[] Staple — [] Top Left Corner [] Two Side Staples

Please note: the following items may require additional time to complete

[J NCR Carbonless Form — [] 2-Part []3-Part []4-Part []5-Part
] Cut — Size:

[] Fold — [J Standard Tri-Fold [ Z-Fold (Printing Out)

(1 Pad — []25 Sheets Per Pad []40 Sheets Per Pad

[] Fastback Tape Binding (include special instructions: cover/back, etc.)
[J Large Format — Size:

[J Other:

Copyright Responsibility: A selection is required
[11 accept Copyright responsibility [ No, this material is not Copyright protected

Please email this form and attach your copy job in PDF format
(to convert MSWord to PDF, simply “Save as Adobe PDF”)

Please email above to WSU PandP@worcester.edu

For a complete list of services, visit www.worcester.edu/Publications o
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