MAXI Request

To place a MAXI order send Julie an e-mail with the following things:

e Instructions on how you want your document reproduced
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Single or Double sided

Stapled

Collated

Folded

Paper Size

Paper Color

Ink Color (Black & White or Full Color)
Folds (Tri-Folded or Bi-Folded)
Binding

e How many Copies you want made

e A PDF attachment of the files you want reproduced

**Send MAXI request to Julie by 4:15 p.m. the day BEFORE you will need the documents. **



