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	PHOTOCOPY REQUEST FORM
	for NTU Final Year / Graduate Student (require Supervisor’s approval)


Instructions: 

· All details in this page are required, only completed form will be processed.

· Please fill in one form for each photocopy request.

· For students: Fill in Part (I) & (III). Save and email this form (as attachment file) to your supervisor.

· For supervisors: If you approve this request, please fill in Part (II). Save and email this form (as attachment file) to DOCUMENTDELIVERY@NTU.EDU.SG 
· * Please seek permission from Dean/Head before submitting form, if charging to Teaching Material Vote
	 (I) Requested by (to be filled by student) 

	Student Full Name   FORMCHECKBOX 
Mr  FORMCHECKBOX 
Mrs  FORMCHECKBOX 
Ms

     
	Matric Card No.

     

	Date      
	School      
	Email      
	Contact No.      

	Project / Thesis Title      


Declaration:  I request a copy of the item described below. I declare that I require the copy for University-related research.


Requester’s signature (not required for email submission)
	(II) Approved by (to be filled by supervisor) 

	Supervisor Full Name   FORMCHECKBOX 
Prof  FORMCHECKBOX 
Dr  FORMCHECKBOX 
Mr  FORMCHECKBOX 
Mrs  FORMCHECKBOX 
Ms

     
	To pay by (select only ONE option)
 FORMCHECKBOX 
 School / Dept. Teaching Material Vote * :       


 FORMCHECKBOX 
 Applied Research A/c No. (max. 16 digits) :       

 FORMCHECKBOX 
 Cashcard / NETS / Cheque 
                                     (made payable to “Nanyang Technological University”)


Supervisor’s signature (not required for email submission)

	Staff Card No. 
     
	Contact No. 
6790     
	


	(III) Information on the Required Document (to be filled by student)

	Source of Information (i.e. name of database, Website URL, etc.)

     

	Fill in ONE Section only: 
A - Serial (journal article, conference paper) or B - Published Work (book, report, patent, dissertation)

	A
	Title of Journal / Conference Proceedings (pls provide the name, location & date)

     

	
	Title of Article      

	
	Author(s) of Article      

	
	Volume      
	Issue No.      
	Month & Year      
	Page       to      

	

	B
	Title of the Book      

	
	Author(s) of Book      

	
	Chapter (pls specify, if applicable)      

	
	Publisher      
	Edition    
	Pub. Date     
	Page       to      


	Other Information (if any)      

	Official Use Only

	Received request on __________________

Inform Requester on __________________
	Collected By  & Date Collected
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