
PTA Copy Request Procedures

To make copies for the Paddock PTA, please follow these steps.  
1. Fill out the print request form.  Here's a link to the form: 

http://www.paddockpta.org/files/Forms/2013%20print%20request%20form.pdf
1. Please make sure to include your committee name and a clear title on the title line.
2. For copies to be submitted to youngest and only students (most copies), please check 

the youngest and only list for the current count.  You will find this list in the PTA 
drawer in the main office in the folder labeled class lists.  
(As of 1/2014 this count is 675)

2. Submit the form along with a copy of the document to be printed to Mrs. Samo or Mrs. 
Reiche.  Let the PTA President know the form has been submitted and will be ready 
soon for approval.

3. They will then leave the form in the PTA President's folder.  
4. Once the President has reviewed and signed the request, you will be notified.  You will 

then scan the document and email it to reprographics (the email address is on the top of 
the copy request form).  Or you can hand deliver your form to the reprographics 
department at district office.

5. Copies usually take 1-2 days (at busy times of year like the start of school, copies can 
take longer).  Then you will pick them up at Reprographics in the Dist 15 building (580 
North 1st Bank Drive, Palatine, IL 60067)

6. At school, make a copy of the youngest and only list.  Please leave the master in the 
drawer.

7. Sort your copies:
• For each classroom, provide the number on the list plus one for the teacher.

◦ Put the class list on top of the stack for the class's copies.

◦ Keep the classes in alphabetical order by teachers last name, if possible.  

• Provide the office staff with the extra copies.

◦ Ask them to provide one copy to each staff member, keep any additional copies 
they need for families and then place remainder in the bin in the front hallway.

***Please contact any PTA board member if you need assistance with any part of this process.


