


If you purchase 9 x 12 or 10 x 13 envelopes, order the plain
white or manila, not the ones with the green "First Class”
logo

To avoid potential damage to the envelopes and contents,
utilize only ‘peel-n-seal’ or self-stick large envelopes not the
clasp type

Order your FIT inter office envelopes, both large and small
from the Supplies Dept. using one requisition form. These
should be used for inter- Campus (both smali and large).

Save and re-use the envelopes you receive from inter-
campus (both large and small}. Re-use these for students
as they tend not to return or reuse the more expensive
printed FIT Inter-Office envelopes

X  For additional helpful and cost-saving tips — call the Supply
Dept. (ext 7-4698) for further information
Print Shop

®  Consider using the Print Shop when making twenty-five or

more copies or print

® Request two-sided copying and printing whenever possible

®

Produce only the quantity of documents needed

Paper Supplies

® The Supply Department stocks a variety of colored paper

®

and white legal paper, both of which can be ordered by the
ream

Use at least 30% recycled paper in all copiers, printers and
fax machines



