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Requested by:_________________________________________________  Date _________________ 
Needed by________________ Charge to _________________________________________________ 

 
Project description: ___________________________________________________________________ 
___________________________________________________________________________________  
___________________________________________________________________________________  
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
Total # of forms ___________________  Total # of copies of ea: _____________________   
Paper type:  _________________________________________________________________________ 
One-sided __________                              Back to Back:  ___________________  
_____Standard envelope     __________ Other envelope (                                     )  ________No envelope 
_____Tri-fold                      __________ Not folded                                                  _______ Folded in Half 
 
Bulk Mail (indicia must be printed on flyer or envelope) ________________________________________ 
Standard Mail _______________ 
Who is mailing being sent to?  _____________________________________________________________  
Are labels needed:  ______Yes    _______No 
Label Format:  ________To the Parents of                     _______To Adult                       _______To Child 

 
 
Office use only: 
Project assigned to: ______________________________________________________________________  
Project completed ________________________________________________________________________  
Filed under: _____________________________________________________________________________  
If work sent out (when) ________________________________ Where______________________________ 
Follow-up directions ______________________________________________________________________ 
 
ATTACH ORIGINAL AND COPY OF FINISHED PROJECT UPON COMPLETION 
 
RETURN TO THE FRONT DESK FOR FILING 
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