Dukes Business Service Center 

Copy Request Form

Name: ______________________________________                      Date: _______________________________

Copy Code: __________________________   Email/Extension/Phone #: ________________________

Title of Job/Paper: ___________________________________________________________________________

Copy Job Due/Requested By: _______________________________________________________________

ORIGINAL INFORMATION: Pages:____________________  Duplex?



COPY JOB INFORMATION: Number of Copies Requested: ______________________________

	Collated: (multi-page doc placed in sets)
	Yes:
	No:

	Color Ink: (vs. Black and White?)
	Yes:
	No: 

	Duplex: (double-sided)
	Yes:
	No:

	Stapled:
	Yes:
	No:

	3-Hole Punched:
	Yes:   
	No:     


Special Instructions: ​​​​​​​​​​_________________________________________________________________________ _________________________________________________________________________________________________ _________________________________________________________________________________________________ _________________________________________________________________________________________________

DBSC USE ONLY

Completion Date and Time:

Contacted Requestor:      Call                 Email

Job Picked Up By? ​​​​​​​​​_____________________________ OR Delivered to? ​​​​​​​​__________________________

Initial of DBSCR: ____________________________________

