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I. PURPOSE:

To establish procedures for printing services.

II. PERSONNEL AFFECTED:

Administrators

III. GENERAL INFORMATION:

All requests for printing services should be made on a printing requisition Form
No. 8208-00.

IV. PROCEDURE:

A. All requests need to be approved by an administrator or supervisor.

B. All requests can be hand-delivered or delivered by district pony mail service to
the print shop at Central Services.
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