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	HANDOUT DUPLICATION REQUEST

Program Organizers to submit this form to their program speakers.  

Speakers should complete a separate form with each handout.
	  Form Due Date:

May 16, 2008

	
	
	

	Program Title: 
	     

	Presenter’s Name:
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Complete a separate Handout Request form for each handout.
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If there is more than one handout, please indicate if they should be collated into one packet.  If they should be collated, number each Handout Request form to reflect the order in which the handout should be placed in the packet.

· Handouts are due to the ALSC office by May 16, 2008.  If your handouts are not received by the deadline, you will be responsible for reproducing and carrying them to the program.

If a you or a presenter has pre-printed materials to distribute at your program (posters, bookmarks, flyers, etc.) the ALSC office can arrange for their delivery to your program.  They must be received in the ALSC office no later than June 2, 2008.  Please mark your program name on the box.  The shipping label should read:    Aimee Strittmatter

ALSC office

Attn: “PROGRAM TITLE”
50 East Huron Street

Chicago, IL 60611

	Number of Pages in the Master document
	Number of Copies to be Made 
	Total Number of Copies 

(# of pages x # of copies)

	     
	     
	     

	

	Special Instructions:
	 FORMCHECKBOX 
  Single-sided printing
	  FORMCHECKBOX 
 Double-sided printing

	
	 FORMCHECKBOX 
 Staple

	

	Color*:
	 FORMCHECKBOX 
 White
	 FORMCHECKBOX 
 Cream
	 FORMCHECKBOX 
 Light yellow

	*Paper requests will be accommodated based on availability in supply.  If a color is not available another color will be substituted.
	 FORMCHECKBOX 
 Light Blue
	 FORMCHECKBOX 
Light Green
	 FORMCHECKBOX 
 Light Tan

	
	 FORMCHECKBOX 
 Lilac
	 FORMCHECKBOX 
 Mustard
	 FORMCHECKBOX 
 Pink

	
	 FORMCHECKBOX 
 Salmon

	

	COLLATING

If you have multiple handouts and would like them collated into one packet for ease in distribution, check “yes” to the collate option on each Handout Request form and place position number for that handout in the appropriate space.

If a form does not have “Collate” checked as “yes”, then that individual handout will be left out of the packet to be distributed on its own.

	Collate:  
	 FORMCHECKBOX 
 No  

 FORMCHECKBOX 
 Yes    This handout should be the      of        

handouts in the packet (e.g., 2nd of 8 handouts).


Return form to: ALSC, 50 E.  Huron St., Chicago, IL 60611

(Keep a copy for your records) Fax: 312-280-5271 or email: astrittmatter@ala.org
ALSC Form PPG  F[image: image4.png]



