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1013.1
Purpose

This chapter provides information on printing, reproduction and related services.  These services include:  a variety of printing services, such as: binding; collating; color copying; cutting; engineering drawings; folders/packets for meetings and conferences; folding; business cards; shrink-wrapping; stapling and scanning. Decisions regarding the most appropriate method of printing and distribution will include considerations of cost-effectiveness and sustainability.
1013.2
DEFINITIONS

A.
Source document is the printed or electronic material that is submitted to the Printing and Mail Services organization for printing services.
B.
Print Ready means the source document has been proof-read, formatted, and is submitted to the Printing and Mail Services organization in a software and version supported by Bonneville Power Administration (BPA).  Print ready means the document is ready to queue to high speed printers without further adjustment.
C.
Copyright is the legal right granted for exclusive publication, production, sale, or distribution of a produced work.
1013.3
POLICY

A.
Printing Services.  BPA complies with policies established by the Congressional Joint Committee on Printing for obtaining printing services in the government.  Because BPA follows these policies, the purchase of printing services by BPA employees from local providers using a government purchase card is prohibited.  Instead, printing services are obtained through government sources (government print shops or facilities/vendors authorized via government contract). Any material equipment and service contracts entered into by BPA require advance approval of the Joint Committee on Printing, as defined in Printing Procurement Regulation.  Further, these regulations require that the printing jobs consisting of 100 or more sheets are to be sent to Printing and Mail Services, or authorized facility/vendor for processing.  
B.
Copyright.  BPA respects the rights of all artists and photographers to their copyrighted materials.  The BPA Printing and Mail Services organization accepts 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/her assigns.
1013.4
RESPONSIBILITIES

A. 
Client is responsible for delivering print ready source documents to the Printing and Mail Services organization.  When requesting critical, complex and/or material requiring strict deadlines, the client is encouraged to meet in advance with the manager of Printing and Mail Services to ensure that the material is submitted in a manner and timeframe that will expedite printing and conform to the client’s requirements.
B.
Manager, Printing and Mail Services is responsible for determining the most appropriate method of meeting the client’s requirements.  The manager may recommend alternatives relating to cost effectiveness, production rates, and “green” or sustainable options.

C.
 Printing and Mail Services is responsible for arranging outside (contract) printing and binding services.   Decisions regarding whether to print internally or send to an outside vendor will be based on workload, priority and technical requirements.
D.
Printing and Mail Services is responsible for determining the most appropriate methods to meet required time lines and quality standards.
E.
Manager, Printing and Mail Services orders the printing of standard BPA envelopes, mailing labels and official forms in conformance with established standards.

F.
Forms Management manages the design of forms and authorizes the reproduction of forms.
1013.5
ProcedureS

A.
BPA Form 1420.03E, Printing Services Requisition, is used to request printing services and is available from Printing and Mail Services, or as an E-Form: http://internal.bpa.gov/Policy/Forms/eForms/b1420_03.doc.   Printing services may also be requested via http://iweb.bpa.gov/Applications/MediaServicesReq/ce_Welcome.aspx
B.
Self-Service Copy Machines and Stand Alone (Local) Printers are located in strategic work areas in the Headquarters complex, at Ross and Vancouver campuses, and throughout the field offices.  Because of increased costs, increased efficiency, and mandated regulations, these machines may be used when printing fewer than 100 sheets (or 10 copies of 10 pages).  Duplication of more than 100 sheets should be sent to Printing and Mail Services.

1013.6  REFERENCES
“Printing Procurement Regulation,” United States Government Printing Office, February 2011
1013.7  REVIEW
This BPAM Chapter is due for review in 2016.
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