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COPYING 

All 8 1/2 x 11 
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Size For Size 

Copy Only Clipped Originals 

Copy Only Tagged Originals 

Convert 2 Sided To 1 Sided 

Convert 1 Sided To 2 Sided 
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DIVIDER TABS 
 

FILE FOLDER TABS 
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YES   NO                 COLOR 

BATES LABELING INSTRUCTIONS SEE BACK 
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Oversize Documents 

Fold Roll 

Color for Color Black & White for Color 

Color Originals 
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STEP OF 

Reclip Originals 

Clip Copies As Originals 

Staple Copies As Originals 

Do Not Staple Or Clip Copies 

Do Not Restaple Or Reclip Originals 

Color Per 

    Per 

Rubber band Copies As Original 

Rebind Originals 

Restaple Originals 

Copies Slip Sheeted As Originals 

Regular 

2 Hole Drill 

Velo Bind 

GBC Bind 

Acco Bind 

Depo Bind 

Redwells—Re-Create 

Tabs 

Manila Folders—Re-Create

3 Hole Drill 

Orig 

Side 

Custom 
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As Original 

Orig 

Orig 

Orig 

Orig 

Orig 

Copy 

Copy 

Copy 

Copy 

Copy 

Copy 

Top 

Top 

Top 

Top 
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Side 

Side 

Side 

Covers 

Covers 
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Bottom 

Exhibit 

Side 
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