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Sticky Note
DUPLICATION PROCESS:
(delete this comment before emailing/printing)

Two ways to submit: 

Option 1: Send an email (they do not prefer this method)
Send in one file, PDF form
Send multiple emails for multiple items. 
Complete this form
Email to: mailroom@ccny.cuny.edu

Option 2: Come in person (they prefer this)

Prepare and bring one printed copy of each item you want duplicated. 

Located in Marshak building in Room 024. They are very hard to find. The room number won’t help to know. 

To get there: Enter Marshak. Walk past the guard station, go straight and see Science Library sign, go up the small set of stairs, turn right, go straight till you can’t go anymore, on left go through double metal doors. You’ll enter the loading dock area and it will look like you’re not supposed to be there, as if the entire area is deteriorating around you.  Go down 2nd ramp and you’ll see the mailroom sign. Enter mailroom. 

If you’re lost, call: 212.650.7181 

Complete this form now or when you’re there. 

If it’s a smaller job, they’ll do it right away. 

If it’s a larger job, they’ll have you pick it up or will deliver it to the English dept. 





