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COPY REQUEST FORM

Copy requests should be sent to: CopyCenter.Wheeling@nl.edu.  You may send questions regarding your request or available services to CopyCenter.Wheeling@nl.edu or you may contact the copy center staff at Ext. 5067.
Requestor Information
	Name
	[bookmark: Text1]     
	NLU ID#
	     

	NLU Extension
	     
	Department
	     

	Alt. Phone#
	     
	Fund & Org
	     -     

	E-mail Address
	     
	
	



Copy/Print Job Information
Please Note:  Requests for intercampus delivery must be received by the copy center a minimum of 5 business days prior to the completion date requested. If additional time is necessary, you will be contacted. 

Completion Date Requested: Click or tap to enter a date.

	Pick-up Options

Select Location: Click to Choose Location

Please Note: Wheeling campus pick-up Monday through Friday between 12pm and 5pm.  
 Chicago and Lisle campus pick-up by appointment.




[bookmark: Text3][bookmark: Text2]Quantity:	Number of Originals      		Total Number of Copies/Sets      
(Please count the number of original pages. Note: One book does not equal one original.)
	Originals
	Copies

	[bookmark: Check1][bookmark: Check2]|_| Single Sided            |_| Double Sided
[bookmark: Check3]|_| Mixed Single/Double Sided

[bookmark: Check6][bookmark: Check7]|_| Black & White         |_| Color
	|_| Single Sided            |_| Double Sided
|_| Mixed Single/Double Sided

|_| Black & White         |_| Color

|_| Collated Sets           |_| Uncollated Stacks
       (ABC, ABC, ABC)                     (AAA, BBB, CCC)



	Paper

	White: 
[bookmark: Check12][bookmark: Check13]|_| 20# (standard copy paper)                      |_| 28#

[bookmark: Check8][bookmark: Check9][bookmark: Check10]|_| 8.5X11            |_| 8.5X14 (legal)              |_| 11X17   

	Color Paper 20#
[bookmark: Check14][bookmark: Check15][bookmark: Check16][bookmark: Check17][bookmark: Check18][bookmark: Check19][bookmark: Check20][bookmark: Check21][bookmark: Check22][bookmark: Check23][bookmark: Check24]|_|Blue   |_|Gold   |_|Pink   |_|Buff   |_|Green   |_|Salmon   |_|Cherry   |_|Orchid   |_|Yellow   |_|Cream   |_|Peach

	Cardstock
[bookmark: Check25][bookmark: Check26][bookmark: Check27][bookmark: Check28][bookmark: Check29][bookmark: Check30]|_|Blue   |_|Gold   |_|White   |_|Cream   |_| Green   |_|Yellow

	Astrobrights (fluorescent) 
|_|L Blue     |_|Cs Orange      |_|M Green   |_|Pul Pink     |_|T Green   |_|Pin Purple   |_|S Yellow

	[bookmark: Check31]NLU Letterhead |_|

	[bookmark: Check32]Paper Supplied by Requestor |_|



	Finishing (Available at Wheeling Copy Center Only)

	[bookmark: Check33][bookmark: Check34][bookmark: Check35]Folding      |_|Ltr C     |_|Ltr Z      |_|Half

	Binding 
[bookmark: Check38][bookmark: Check39][bookmark: Check40]|_|Plastic Comb Binding                     |_|Spiral Binding                  |_|Tape Binding

[bookmark: Check36][bookmark: Check37]Staple:   |_|Upper Left Corner           |_|Saddle Stitch

[bookmark: Check41]|_|Shrink Wrapped Stack


	|_|Three Hole Punch




	[bookmark: Text4]Special Notes:     




image1.png
NATIONAL
LOUIS
UNIVERSITY

e e e e





