Copy Orders
To help us get your copies back to you as soon as possible, please fill out this form in its entirety. Completed forms and paper should be dropped in the Copy Basket in the front of the Media Center. Please be aware that the risograph should be used for orders over 60 copies, and it does not collate or staple papers. Please feel free to email the media center at leon-media@leonschools.net with questions.

Teacher’s name:____________________________________ Room number___________
Phone extension______________ Email:__________________________  (In case we have questions)
Dropped off (date & time):____________      Date needed/Period:_____________

(Please allow two school days for completion of your order, although copies may be ready sooner if time allows.)

Number of Originals (for Ms. Lemley’s records):______
Number of Copies:_________
Front & Back? (Y/N)

Completed orders will be placed in your basket in the mailroom, accompanied by an email, or sent back to you by a TA if time allows.
Thank you!
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