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Work order for Academic/Distance Support
DATE ORDER SUBMITTED _______________

REQUESTED BY: ____________________________    DATE NEEDED_____________

PHONE NUMBERS: ________________CALL WHEN WORK COMPLETE   Yes     No


EMAIL_______________________

INSTRUCTIONS: 

	

	

	

	

	

	

	

	

	

	

	

	


· Orders will be completed as soon as possible.  
· Please allow plenty of advance notice to help insure timely completion.  
·  Packet time will depend on the size.

·  Video time will depend on the length and how many copies are needed.

· Both will depend on attaining the copyrights (up to eight weeks). 

· Provide contact information so you can be notified if there are questions or problems.  

Office use only. Do not fill in:
Date work order is completed ________ Copy put in requester’s mailbox_________
