
We ask that anyone wishing to use the office copier abide by the following:
 

·   Receive training from office personnel.


·   The copier will be activated for your use.

 

·   A limit of 20 copies can be made. 


·   Any jobs larger than 20 must be submitted with this work order form for the office to run. We ask for
a two-day notice.


·   Any personal or group copies will include a charge based upon number and color.

Person requesting copies. Date of Request

Person, Committee or Group Number of copies requested.

Reason for copies.

Details of request.

Calculation of cost.
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