Request form for WS
Copies & Scans

· Please remember, for both copies and scans, at least one week’s notice is necessary

· If this request is being turned in at the office, please give to Coleen or Kate
· If this request is coming via email, please send it to both Coleen (coleen.spurlock@uconn.edu) and Kate (kate.hurley@uconn.edu)

Requested by: ________________________________ Date: _________
Scans

Date needed by: ___________________________

How many total items to be scanned (ex. 1 book chapter, 2 articles): _______________
· If you need additional space, please use the back of this form

Book: 
Title: _________________________________________________________________

What pages need to be scanned: ______________________________

Article:
Title: _________________________________________________________________

What source (title, volume and date) is this from: _______________________________

How would you like to receive the scan(s)?  Email 
Your flash drive

Copies 
Date needed by: ___________________________
Number of copies: ___________________________
One or two sided: ___________________________
Stapled: ___________________________

White or color paper: ___________________________
All copies, scanned books/articles and flash drives will be left in your WS mailbox in Beach 409 unless you make other arrangements.
Office use only

Date Received: ________________________ Date Completed: ________________________


Notes: 

Rev. 9/3/08- khd


