
Savannah State University 
REPRODUCTION REQUEST 

 

                                        Proof Required   Yes________    No_______                                             

SR#_____________________ 

Name ______________________________         Department ___________________________ 

Date _______________________________         Approved By ___________________________ 

Telephone ___________________________        Acct. # _______________________________ 

                                                             Date & Time Started: __________________________           
Date Needed:__________________         Date & Time Completed: _______________________ 

DESCRIPTION OF ORIGINAL: _______________________________________________________ 

Black & White Copies 
 

# of Originals: ______  # of Copies: ______ 
O One Side  O  Two Sides    O  Hole Punch 
O 1 Staple   O 2 Staple O Booklet 
O 8 1/2x11       O 11x17       O 8 1/2x14 
O White  O Card   O Colored _____________ 
O Transparency    O  Fax        O Scan 
O Wide Format     O Wide Format Laminate  
O GBC   O Coil  O Unibind    O Drill    O Cut 
O Laminate _________ O Fold 

Color Copies 
 

# of Originals: ______  # of Copies: ______ 
O One Side  O  Two Sides 
O 1 Staple   O 2 Staple O Booklet 
O 8 1/2x11       O 11x17       O 8 1/2x14 
O White  O Card   O Colored ____________ 
O Transparency 
O Collated    O Uncollated  
O GBC   O Coil   O Drill _______   O Cut 
O Laminate _________ O Fold 

DESCRIPTION OF ORIGINAL: _______________________________________________________ 

Comments/Special Instructions: ______________________________________________ 
Name (printed): _______________________Signature:_____________________Date: 

 
 
 
 

List additional orders on back                        Total Charges $__________ 

Quality Checked    _______ 

Color Copies 
 

# of Originals: ______  # of Copies: ______ 
O One Side  O  Two Sides    O  Hole Punch 
O 1 Staple   O 2 Staple O Booklet 
O 8 1/2x11       O 11x17       O 8 1/2x14 
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O White  O Card   O Colored _____________ 
O Transparency    O  Fax        O Scan 
O Wide Format     O Wide Format Laminate  
O GBC   O Coil  O Unibind    O Drill    O Cut 
O Laminate _________ O Fold 

By signing this document, I warrant that I am authorized to charge for items to the above department.   

If found otherwise, I agree that I will be personally liable for the charges for this project, and that the 

university may use any collection remedies necessary for repayment.  
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