1225R Street, NW

Metropolitan Baptist Church
Washington, DC 20009

Dr. H. Beecher Hicks, Jx., Senior Servant

Copy Center Request Form

Name:

Telephone:

Ministry:

Date & Time
Submitted:

Date & Time
Needed:

Return To:

Telephone:

# of Originals:

Signature:

Paper Size

Paper Type

Finishing Tl;pe

[]8.5"x11”
[ ]8.5"x14”
[]117x17”

Copy Originals

[] 1 sided to 1 sided
[ ] 1 sided to 2 sided
[] 2 sided to 1 sided
[ ] 2 sided to 2 sided

[ ] Black and White
] Color Copies
[ ] Color Transparencies

Charges:

White Paper (Letter/Legal)
White Paper (11 by 17)
Color Paper:

Cardstock (any color):
Three-hole punch:
Double-sided:

(5 cents per side)

Color printing:

Folding:

Paper supplied by patron:

5 cents
7 cents
5 cents
5 cents
5 cents

[] Collate

[] Collate & Staple

[ ] 3-hole Punch

[] 3-ring Binders

(Binders supplied by requester)
[ ] 2-hole Punch (Top Only)

[ ] Insert Tabs (Numeric Alpha)
[] Color Cover (Original to be
supplied)

10 cents | [_]| Saddle Stitch

20 cents

2 cents
3 cents

(must be approved by Copy Center)

* Time frames do not include

weekends

[] Folding

Special Instructions:




