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	Adjunct Faculty

Course Material Copying/Typing Request Form

	Instructor
	     

	Date Submitted
	     
	Date Needed
	     

	Number of Copies Needed
	     
	Date Completed
	     

	Instructor’s e-mail Address
	     

	Instructor’s Phone Number
	     
	Course # & Title
	     

	Special Instructions (select all that apply)

	Copying (3 Working Days Notice)

	Collate
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Staple
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Double-Sided
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Transparency
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Print & Shrink Wrap:  Requires Division Approval

(3 Weeks Notice Required)
	Yes


	 FORMCHECKBOX 


	No


	 FORMCHECKBOX 



	Typing (5 Working Days Notice)

	Do you want to proof when typing is completed?

 FORMCHECKBOX 
 e-mail or   FORMCHECKBOX 
 hard copy? (Check One)
	Yes


	 FORMCHECKBOX 


	No


	 FORMCHECKBOX 



	Additional Instructions:                 

	     

	     

	     

	Location of Instructor’s Mailbox
	     

	Please Attach the Material You are Requesting to be Copied/Typed

	Wilmington University Web Site:    www.wilmu.edu
Wilmington University E-Mail Addresses:

New Castle:    academicaffairssupport@wilmu.edu           Georgetown:     georgetown@wilmu.edu
Dover:             dover@wilmu.edu                                       Grad Center:     graduatecenter@wilmu.edu                                                                                

Dover AFB:    dafb@wilmu.edu                                         Rehoboth:         rehoboth@wilmu.edu           
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