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                    Reprographics Policy

APPLICATION FOR OUTPUT DEVICE

	Request for allocation of Output Device
	Date:       

	Please forward this request to Director, Information Technology: pwinquist@unitec.ac.nz  

AND to the Copy Centre Manager: kbirch@unitec.ac.nz 

	Request authorised by:  [Insert title]
	     

	Output device requested for:
	     

	Location:  [Insert physical address]
	     

	Describe your print requirements:  [A4 mono print only, colour requirements, binding, collating etc]
	     

	Estimated monthly print volume:  [Insert number of impressions per month]
	     

	Peak volume requirements:  [Insert peak volume requirements such as those for labs]
	     

	If this is a specialist output device please provide equipment specifications: [Insert specifications]
	     

	Will the output device users have any special requirements:  [Insert any special issues which will require consideration e.g. limited mobility]
	     

	Any other information pertinent to this request:
	     

	Recommendation:  [To be completed by ITSC, Copy Centre]
 
	     

	Director, Information Technology: [Signature]
	

	Copy Centre Manager: [Signature]
	

	Approved by Executive Director, Finance & Infrastructure:  [Signature]
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