
Note: Please use a separate request form for each set of originals 
 
 
Date:     Contact Person: 
 
 
Department:      Phone: 
 
 
Number of Originals: 
 
 
Number of Copies Each: 
 
 
Total: 
 
 
 

Please Check Instructions Below 
 
Size:  8 1/2” X 11”    8 1/2” X 14” 
 
 
Stock :  White  Pink  Yellow Green 
 
   Blue  Gray  Goldenrod 
 
   On Letterhead Bond 
 
 
Presentation:  Single-Sided  Two-Sided 
 
   Collate   Staple 
 
   Three-Hole Punch 
 
   Trim to:  “  X  “ 
 

 
Special Instructions 
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