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1013.1  PURPOSE:  To set policy and procedures for providing printing, reproduction, and related services.  These services include offset and direct printing; electrostatic copying, including full color; collating, punching, folding, and bindery services; camera copy work; and digital record management.  This policy applies to all BPA employees.

1013.2  DEFINITIONS

A.
Form BPA F 1420.03 is titled "Media Services Requisition," and is available through the Administrative Service Centers (ASC) and from Media Services, or as an EForm.

B.
A master copy is the original art work or material.

1013.3 POLICY:

The BPA policy is to comply with the Congressional Joint Committee on Printing established policies for obtaining printing services in the Government.  To the extent feasible, printing services are obtained through Government sources.  BPA's material equipment and service contracts may not include printing work, as defined in Printing and Binding Regulations No. 18 and 20, without advance approval of the Joint Committee on Printing.

BPA respects the rights of all artists and photographers to their copyrighted materials.  We accept copyrighted material only if permission for reproduction has been granted by the copyright owner.  The client further agrees to hold harmless and indemnify BPA for any cost judgments resulting from any claim for copyright infringement by the copyright owner or his assigns.

1013.4  RESPONSIBILITIES

A.
Media Services is responsible for arranging outside printing and binding services and for reporting on "field printing" as required by the Congressional Joint Committee on Printing.

B.
Printing is responsible for determining whether requested services can be performed in-house and for obtaining outside services when needed.  The Manager for Printing will provide instructions on obtaining a waiver from printing and binding regulations.

C.
The Mail Services Manager orders the printing of standard BPA envelopes and mailing labels, and authorizes the printing of specialty envelopes and labels.

 D.
The Forms Manager authorizes the reproduction of forms.

1013.5  PROCEDURES

A.
The General Services Policy and Procedures Manual provides detailed information for obtaining printing and reproduction services.
B.
Self-Service Quick Copy Machines:  Quick copy machines are located in strategic work areas in the Headquarters Complex, at Ross, and in field offices.  They are generally operated on a self-service basis, although a contractor in the Administrative Services Center (ASC) or a key operator may be assigned to maintain supplies and perform minor servicing.  Users must conform to the following rules, and violators may be subject to disciplinary action.

1.
The material being copied must be for BPA official use only.

2.
Make no more than 10 copies of 10 originals nor use the machine for longer than 5 minutes at a time.  (Exception: Field offices, because of their isolation, may determine their own criteria for the number of copies that may be made locally.)

3.
Limit the number of copies to the minimum required and do not make extras “just in case they might be needed.”

4.
Do not copy magazine articles or other published material without first checking with the Library, because copyright infringement may be involved.  The Library may have extra copies of the article, especially if the subject directly concerns BPA.

5.
Do not replenish stocks of BPA forms by the quick copy method, without first clearing it with the Forms Manager.

6.
Contact the ASC or the key operator assigned to the machine if there is a malfunction or other difficulty.  Tampering with the machine may cause serious damage.

7.
If more than 10 copies of 10 originals are needed, forward form BPA Form 1420.03 (original and two copies), with the material to be reproduced, to Media Services.  Emergency jobs can be handled on a while-you-wait basis.

1013.6  REFERENCES

A.
General Services Policies and Procedures Manual Chapter 1017, Mail Services.

B.
General Services Policies and Procedures Manual Chapter 1018, Micrographics Process.
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