
 

Printing/Graphics Request 
Pre Approval 

 
Job Title___________________________        Date Submitted__________________ 
 
 
Requested by ______________________        Date Needed ___________________ 
 
 
Reason for Request____________________________________________________ 
 
 

 
 

Procedures 
 

1. Submit document to the principal with this form attached & completed. 
 

2. Principal will then submit this form to the superintendent. 
 

3. If approved, the person requesting will meet with the secretary to the 
superintendent to submit to the print shop. 

 
 
 

 


