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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

PRINTING REQUEST

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Print jobs greater than 20 copies should be submitted to campus services personnel for processing.  This rule should be observed for black and white as well as color printing.
1.02
All print requests for classroom materials should be submitted the day before copies are needed.

1.03
Printing request forms are in the campus services area.

1.04
For print/copy jobs less than 20 pages, college employees should make every effort to use printer/copiers that the Director for IT has designated.  
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