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RESQUEST FOR PRINTING 

A. Please complete this request form fully. 

B. One request form to be completed for each original document to be duplicated. 

C. Hand the completed form, along with a copy of the original document to be duplicated, to the 

relative department. 

D. Allow at least on week for the requested documents to be issued/delivered. 
DEPARTMENT:  
CAMPUS:  
NAME OF APPLICANT:  
DATE OF 

APPLICATION: 
 

TEL. EXT:  
CELL:  
SIGNATURE:  
I declare that the attached material to be copied does not contain copyrighted material: YES/NO 

Original attached: YES/NO 
NAME OF DOCUMENT: 

SUBJECT/ PROGRAMME: 

PLEASE INDICATE YOUR PREFERENCE WITH AN X 
SINGLE SIDE  BACK-TO-BACK STAPLE NO STAPLE RING 

BINDING 
2-PUNCH 

HOLE 
COLOUR 

OTHER INSTRUCTIONS: 

NUMBER OF COPIES 

REQUESTED 
 

 

I have received the duplicated material as requested: 
NAME: SIGNATURE: 

DATE:  ISSUED/DELIVERED BY: 

 


