
COPY CENTER REQUEST FORM 

1. Complete the Copy Center Request Form located on the Internet:
www.ivcc.edu/businessservices/copy_center.php

2. Email the file to be printed along with the request form as an attachment to Manessa Trench at 
Copy_Center@ivcc.edu
or
Deliver the form to be copied, along with original copy, to Manessa Trench.

3. Copies will be picked up in Instructor’s Work Room/Copy Center – Room B113 or delivered to the 
Mail Room upon request. Combination to Room B113 provided at employee orientation or from 
Manessa Trench.

If you have any questions, contact Manessa at extension 313 or Sarah in the Mail Room at extension 315.   

Thank you 
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Copy Center Requests will be completed as quickly as possible.  Please allow extra time for 
larger projects.  Thank You!
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