
Request for Printed Posters 

Date Submitted: Date to be Completed: 

Requesting School or Department: 

Individual Making Request: 

Pick Up Date: Telephone Number: 

Poster Size: 11x17 17x22 _22x34 Number of Posters Needed: 

Additional Description/Instructions (if needed): 

General Information and Requirements 

1. A JPEG, PNG, GIF attachment of the poster must be included with the request.

2. The attachment needs to be of good quality or the image on the poster will be blurry.

3. Originals with dark ink as a background should be avoided.

4. Copyrighted material will not be copied by the copy center without the appropriate permission.

Approvals 

Principal/Supervisor Approval Date 

Director of Elementary or Secondary Education Approval Date 

Send hard copy of Request Form and any required attachments to Tammy Hall in the Copy Center. 
If any questions, email thall@mcps.org or call 540-381-6128 x1345. 


