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Reprographics Request Sheet


	Today’s Date
	Department
	Print Code
	e.mail/etxn
	Name
	Date Required

	
	
	
	
	
	

	

	Number of copies
	
	Printed in Colour
	
	Printed in Black & White
	

	
	
	
	
	
	

	Printed on white paper
	
	Printed on coloured paper
(please specify colour below)
	
	Printed on card 

(please specify colour below)
	

	
	
	
	
	
	

	Colour Paper/Card

	
	

	
	
	
	
	
	

	Single sided
	
	Double sided
	
	
	

	
	
	
	
	
	

	What style would you prefer?
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	Other special requirements
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	Any other requirements?
	
	
	
	

	

	

	Please Note:  Alternatively you can send an email with an attachment to repro.  


	

	Copyright:

I certify that this work is original/is covered by the Photocopy License Scheme/has permission from the copyright holders

	Signed: ……………………………………………………………………………………………………….
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