MKESA Copy Request 2025-26

Complete and submit this form with the flyer(s) in English & Spanish to be copied.

Please email the request form and flyer (in editable format: Word, Canva, Docs, etc) to

Kelly Smith: ksmith4472@bcsdny.org.

If you want the flyer copied on color paper, please provide enough paper for the entire project.
(MKES may be able to provide paper based on usage and frequency of requests)

Please make sure the graphics and writing on the flyers are simple & photocopy
well (color graphics and fonts don’t always look as clear/sharp when copied).

*IMPORTANT: Flyers must have the MKESA logo and be approved by Principal Eleana De
Luna. Some flyers are subject to approval from Central Office - we will obtain this approval.

Copying requests must be emailed at least 14 school days prior to the requested date.

MKESA Contact Name, Phone & Email:

Requested By:

Approved by EDL/CO:

Date Requested:

Date Needed by:

Distribute to: [IStudents only [ ]Students and staff [ ] Specific grade(s):

Collated: Yes No
Stapled: Yes No
Double Sided: Yes No
Color Paper: Yes No

Special copying instructions:

If yes, specify color:
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