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Request Form 

Text and images submitted must be in compliance with existing Copyright Laws, and requestor accepts liability for any infringement 
incurred by its use. 

Date Submitted:  Date Needed: 

Contact Name: Contact Phone: 

Department/Account Number: ____________ OFFICE USE ONLY 

SH IR  AS

Email Drop Now 

Date Completed:-
______________ 

DISTRICT/GRANT ACCT 
ONLY: 
Color 
Paper:__________ 

Total Count Color 
INK:____________ 

Total Count B/W 
INK:_____________ 

# OF 
PAGES 

# OF 
COPIES COPY  AS INK COLOR PAPER 

COLOR 
PAPER 

SIZE FINISHES 

SINGLE  
DOUBLE  

B/W  
COLOR  

LETTER  
LEGAL  
CUSTOM  

STAPLE  
HOLE PUNCH  
UNCOLLATE  
OTHER   

SINGLE  
DOUBLE  

B/W  
COLOR  

LETTER  
LEGAL  
CUSTOM  

STAPLE  
HOLE PUNCH  
UNCOLLATE  
OTHER  

SINGLE  
DOUBLE  

B/W  
COLOR  

LETTER  
LEGAL  
CUSTOM  

STAPLE  
HOLE PUNCH  
UNCOLLATE  
OTHER  

ADDITIONAL INSTRUCTIONS: 

mailto:isccentral@palmbeachstate.edu
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