	Copy Centre Printing Job Request Form 
copy@unitec.ac.nz 


	EXAMS  (YES OR NO)                 

	Date sending:

	Date required:

	Pick up MT ALBERT B114:

Time required: 

	Delivery to Waitakere only: via Mail Room delivery time seclude 

	Pick Up: YES or No
Delivery time via Mail Room seclude or can be arranged by Inward Goods

	Building number for delivery:


	Full Name:      

	Ext No:
Department:  



	Dept Charge Code:    

                          

	Cost Centre: 

	PROOF REQUIRED (yes or no):    



	Job Title or File Name:



	Please fill all fields on this section otherwise; job will be delayed, if not applicable please put N/A.
We cannot guarantee a specific time of the delivery of your job, if urgent please pick up.


Please answer all questions on the right field
	B/W or Colour


	

	S/S (single sided) or D/S (double sided)


	

	Collate/Staple (top left corner only)

	

	Plastic Spiral


	

	Fastback


	

	Wire


	

	If binding pvc front and/or back


	

	Card Covers (what colour)

	

	Drilling (2,  3 or 5 holes)


	

	A4 BOOKLET (A3 folded in to A4) 

(if ticking this option please do not tick collate/staple option at the top)

	

	A5 BOOKLET (A4 folded in to A5)
(if ticking this option please do not tick collate/staple option at the top)


	

	Other special requirements
	

	Total Number Required


	


