PRINT SHOP/DUPLICATING GUIDELINES
PRINT SHOP
The Print Shop asks for 24-hour notice for
completing basic copy jobs. I will make every
effort to run your job as quickly as I can. Please
let me know your deadline when requesting
copies/prints. Also, please let me know which
department needs to be charged for your copies.

Any copying/scanning/printing for
personal jobs will be done as
time allows in the print shop.

You are encouraged to make photo prints at an
actual photo printer location (CVS, Walmart, etc.)

Due to the increase in requests for
personal projects to be designed, I can
no longer perform these services as
“favors” to NEMCC employees.

I do not work on personal projects during work
hours. I can provide you with my hourly rates for
freelance projects if you need design help.

When sending files to print, it is most
helpful if you will send documents
in a .pdf format.

CAMPUS COPIERS
I AM IN CHARGE OF THE COPIERS ON
CAMPUS. CONTACT ME IF YOU NEED
HELP WITH:
• PAPER DELIVERED FOR YOUR
building’s cOPY MACHINE

This is paper to be used
specifically for copy machines.
Any copy paper needed for
departments/staff printers needs
to be purchased through the
print shop.

• Your copy code doesn’t work
or you need a copy code set up
for the copier in your building.
• The copier in your building is
out of order or has a fault/
error.
• The copier in your building is
out of staples, toner, etc.

This ensures that you will have a print/copy most
closely reproduced to your original document.
Sometimes fonts are replaced during the
transition from a PC to Mac environment.

I CAN GLADLY HELP YOU WITH NEMCC
GRAPHIC DESIGN PROJECTS.

(Posters, brochures, logos, etc.) Please give me
adequate time to complete your request and
work it in with my normal workload.

PRINTING/DUPLICATING CONTACT:

NANCY NANNEY

GRAPHIC DESIGNER/PRINT SHOP OPERATOR

720-7395

nenanney@nemcc.edu

