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CHAPTER 5


HEADQUARTERS SERVICES


SECTION 5:  PRINTING, DUPLICATING, AND COPYMAKING

5500.  GENERAL
1.  Reproduction services and facilities are available to HQMC staff agencies through the Graphics CVIC.  Reproduction of a document is accomplished by printing, duplicating, or copy making.  

2.  Policies governing classified material reproduction are in MCO P5510.18.

3.  For purposes of this section, a "unit" is defined as a single sheet of paper, 8 1/2" x 11", printed one side in black ink.

5501.  PRINTING
1.  Printing services at HQMC are available through the DirAR (ARDE).  Printing is defined as the processes of composition, plate making, presswork, binding, and microform.  Microform applies to any product, produced in miniaturized image format (such as microfiche or microfilm), for mass or general distribution and as a substitute for conventionally printed material. Replication requests that involve process color, specialty forms, or having aggregate total units exceeding 25,000 are examples of printing.

2.  Requests for printing services will be directed to the DirAR (ARDE) on a DD Form 844, Requisition for Local Duplicating Service.  Staff agencies having a large or unusual requirement should contact the DirAR (AREA) as soon as possible to aid in budgeting and planning.

3.  Printing (as distinguished from duplicating and copying) is produced outside the Marine Corps and paid for at established rates for labor and materials.  Priority printing requests normally require payment of overtime charges for labor.  Staff agencies must plan to avoid expensive priority printing.  Any request for priority printing must be fully justified and contain the approval of the staff agency head.

4.  The DirAR (ARDE) is the liaison between the Marine Corps and the Defense Printing Service and other Government agencies, bureaus, and offices concerning printing matters and equipment.  Any questions concerning printing matters will be addressed to the DirAR (ARDE).

5502.  DUPLICATING/COPYING
1.  The term "duplicating/copying" is defined as units produced by use of duplicating equipment employing the lithographic process, and automatic copy-processing or copier-duplicating machines employing electrostatic, thermal, or other copying processes.  This work is one color, not to exceed 5,000 units of one page, and 25,000 units aggregate of multiple pages, requiring simple binding and finishing such as three-hole punch and stapling.

2.  Full color copying is available for official business of Headquarters Marine Corps staff agencies.  The color copier produces facsimiles of page-size documents in full-color reproduction.  Due to the excessive cost involved 

in full-color copying, this service is limited to 80 copies of one page, and 400 units aggregate of multiple pages.  Any requirement over these limits will be fully funded by the requestor.
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3.  Requests for printed memorandum pads will be reviewed by CVIC for legality and necessity.  Printed memorandum pads in general are not essential for conducting official business of Headquarters Marine Corps activities.  To ensure fiscal responsibility and the proper expenditure of Government funds, the following guidelines apply:  all approved pads will contain 100 sheets of standard white offset paper, 5-l/2" X 8-l/2", printed in one color.  Memorandum pads will contain the appropriate division name/title in black ink, or a General Officers' flag in red ink; they will not contain an individual's name.  Memorandum pads with no printing are available in the CVIC Graphics Reprographics Center, room 1313.

4.  Requests for duplicating/copying services will be submitted on a DD Form 844 to the CVIC.  All requests are processed on a first-come-first-served basis unless otherwise negotiated with the CVIC. 

5503.  DEADLINES.  Lead times must be carefully considered and originators must seek to establish realistic deadlines for printing and duplicating requests.  CVIC will assist in developing realistic lead times and delivery dates.

5504.  DISTRIBUTION RESPONSIBILITY
1.  Initial Distribution.  Sponsors will develop mailing lists for the initial distribution of basic publications.  Mailing lists are to identify the Individual Activity Codes (IAC's) of activities and organizations that should receive the publications along with the quantity each should receive. (Sponsors should include their own IAC on the mailing list.)  For assistance, sponsors may refer to the List of Marine Corps Activities on the HQMC LAN Bulletin Board.  This list includes the addresses of all activities and organizations assigned an IAC in the Marine Corps Publications Distribution System (MCPDS).  For technical assistance and additional information, contact the DirAR (ARD), room 1306.

2.  External Distribution.  Sponsors may occasionally need to include in an initial distribution an organization that is not in MCPDS; i.e., not assigned an IAC.  In this instance, the sponsor will select one of the following options:

    a.  Provide mailing labels that include copy quantity for each non-MCPDS addressee, or

    b.  If the sponsor anticipates the non-MCPDS addressee will require changes and revisions to the publication, the sponsor will add the requirements to the sponsor's distribution requirement, and upon receipt, effect distribution to the non-MCPDS addressee.

3.  Distribution of Classified Publications.  Distribution of classified publications will be coordinated with the DirAR (ARD) and (ARS).  Also, see

MCO P5510.18.

5505.  HQMC COPIER MANAGEMENT PROGRAM
1.  The DirAR (ARD) is responsible for the management and control of all HQMC copymaking resources.  The objectives of the HQMC copier management program

are to determine the most efficient and economical means of supporting the copymaking requirements of HQMC; to guard against unwarranted or otherwise indiscriminate copier acquisition; and to reallocate or dispose of excess copiers, when appropriate.  Staff agencies must use NAVMC HQ 333, "Requisition," to request a new or replacement copier.  Each request must contain full justification and be approved by the staff agency head.
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2.  The Head, CVIC uses exact management procedures, research techniques and analysis when determining copymaking requirements.  These techniques vary in complexity and scope from evaluating the monthly volume and service history of a copier, to conducting a formal survey using detailed data collection methods to obtain organizational and geographical copymaking requirements.

3.  HQMC copiers are located in or near offices in a pattern designed for maximum use through open access where possible.  No staff agency has priority on a copier nor will access to a copier be preempted by or denied to any authorized user. 

4.  Copiers at HQMC are for official use only.  Making copies for personal use is strictly prohibited.  Supervisors at all levels must maintain vigilance to prevent copier abuse and to minimize unauthorized use.

5.  Copying Guidelines.  Copying is the process of reproducing an existing document (also referred to as an original) on an office copier.  Most of the office copiers at Headquarters, Marine Corps are mid-range copiers.  A mid-range copier is an office copier that produces copies at 31-70 copies-per-minute.  Normal copying on a mid-range copier is restricted to not more than 25 copies per original or 250 total copies; i.e., 10 copies of 25 originals = 250 impressions.  If you exceed this quantity, the heat generated may cause damage to your copier or reduce its effectiveness.  There are no restrictions placed on large volume duplicators.

    a.  In special circumstances, and when approved by the key operator, short run duplicating (i.e., reproduction of 26 to 50 copies of an original) may also be accomplished on a mid-range copier.  Use DD Form 844 to submit copying requirements in excess of 250 total impressions to the Reprographics Center in room 1313.  Follow the guidelines listed below to achieve the greatest economy and efficiency of your copier.

        (1) Do not copy personal documents.

        (2) Accept any copy which is legible.

        (3) Batch copy jobs to reduce the time spent in traveling between your workplace and the copier.

        (4) Do not copy material such as blank forms, directives, etc., which are readily available from other sources; i.e., the Local Area Network (LAN).

        (5) Seek the assistance of the designated key operator to demonstrate special feature options, correct copier malfunctions or clear difficult jams.

        (6) Make and distribute information copies only on a genuine need-to-know basis.  Use electronic mail whenever possible.

        (7) Do not make extra copies on a "just in case" basis when no apparent need exists.  Maintain a copy in your database to satisfy these requirements.   

        (8) Avoid making "alibi" copies for protection or as proof of action or responsibility.       

        (9) Do not make unnecessary or "temporary" file copies.  Remember to use your data base.
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    b.  Copy classified documents only on those office copiers that have been approved for the reproduction of classified material by the Classified Material Control Section (ARAB).  These copiers can be readily identified by the highly visible placard that is installed on the copier.  Copier users must also take the following precautions when copying classified documents:

        (1) Comply with the provisions of MCO P5510.18,"Headquarters, U.S. Marine Corps Standing Operating Procedure for the Information and Personnel Security Program."

        (2) Always check the platen glass to ensure you do not leave documents in the automatic document feeder or under the platen cover of copiers. 

        (3) Ensure the copier has delivered the number of copies requested.  Clear the copier's features when the job is complete. 

        (4) Ensure mutilated copies do not remain in the copier.

        (5) Always run one sheet of paper through the copier with nothing on the platen glass to clear any classified image that may have been retained on the drum.

        (6) If a jam occurs, stay with the copier until the jam is totally cleared or necessary service is obtained.  Always ensure all pieces of the copy causing the jam is accounted for.

    c.  Use one of the following alternatives to copying when practical:

        (1) Obtain additional copies of required material from the originator.

        (2) Distribute "electronic" copies rather than paper copies by using the capabilities of E-Mail on the HQMC LAN.

        (3) Review the distribution of reports or other sponsored documents to determine if requirements should be changed.

        (4) Use sequential, if time permits, versus concurrent routing when distributing information or requesting coordination.

        (5) Always print sufficient copies of material involving broad distribution to accommodate both immediate and future requirements.

6.  Guidelines for Custodians of Copiers.  Each staff agency assigned a copier is responsible for custodial care.  First and foremost is to designate an individual in close proximity to the copier to serve as the key operator for the equipment.  Provide the current name, grade, office code, room number, and telephone number of the key operator and an alternate to the HQMC Copier 

Manager (AREA) USER ID GISEA1.  These points of contacts are necessary for the 

proper control and use of the copier; the conduct of internal management control reviews, and copier requirements surveys.  The duties of the key operator and alternate are (but not limited to):  

    a.  Order, store, and monitor the specific items and quantity of consumable supplies needed to keep the copier in operation.

    b.  Check the copier at the start of each workday and ensure it is in proper working order and clean the platen and platen cover as needed.

    c.  Be readily available to assist users in loading paper, clearing paper jams, and demonstrating the various features of the copier.

    d.  Prepare NAVMC HQ 333, "Requisition," in duplicate, to order consumable supplies.  Maintain one copy in your files.
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    e.  Call the designated maintenance contractor when the copier needs repair or service.  (The Key Operator must verify the existence of a maintenance contract with HQMC Copier Manager (ARDE), ext 42580, USER ID GISEA1, on/or before 1 Oct of each year.)  Do not call for service on a copier without verification of a valid maintenance contract.  Service call hours are from 0800-1600, Monday through Friday.  Individuals who request service outside these hours are making an unobligated contract and may be required to pay for the services.  Authorization for major repairs or drum replacement must be cleared by the HQMC Copier Manager prior to starting the work.  Immediately following each service visit you must validate completion of the work by signing the original copy of the repair voucher left by the service technician.  Make and retain a copy of the voucher for your files.  Attach the original repair voucher to the NAVMC HQ 820 "Service Call Log Sheet" and forward to (ARDE) at the end of each quarter for validation of the invoice sent by the repair company.

    f.  Make the required entries on the NAVMC HQ 820, Service Call Log, each time you place a service call.  Ensure you record the time and date the call was made; total copies on the copier's metering device; a brief description of the problem and the contractor's response time and date.  Maintain this record on a quarterly basis.  Not later than 5 workdays following the end of each quarter make a copy of that quarter's complete log for your file and send the original and all repair vouchers to, room 1205.  This information will be used to update each copier's maintenance history data base.  Retain the complete years service call log in your records for one additional year following the close out date; see SECNAVINST P5212.5.  This log provides AR with a means of validating the contractor's compliance with the service contract and maintaining a complete maintenance history of each copier.

7.  HQMC Copy Station Configurations.  HQMC copiers are two basic types:  High volume copier - placed in locations where a large number of copies are made;  Mid volume copier - placed at locations where a specific need has been documented to economically justify its use.  In addition, each copy station is assigned to one of three categories:

    a.  General Purpose Stations:  Stations that are strategically located throughout the Headquarters complex for the use of all Headquarters staff agencies.  No single staff agency has priority on machines located in general purpose stations.

    b.  Special Purpose Stations:  Stations that are only authorized where and if requirements warrant.  While equipment in these stations is primarily dedicated to meeting the needs of the staff agency to whom the equipment is issued, staff agencies possessing special purpose copiers should allow personnel from neighboring HQMC offices, regardless of organizational entity, to make copies if no serious disruption to normal operating procedures will result.  Special purpose copiers may be withdrawn if changes occur to the original requirements justifying their approval.

    c.  Restricted Access Stations:  This category is assigned for security reasons as the stations are primarily located in limited or controlled access areas.  Access to this category of copier is controlled by the staff agency where it is located.  Under certain conditions, when determined by the DirAR, machines located in restricted access stations may be used for supplemental support of special purpose and general purpose stations; e.g., unforeseen peak loads.

8.  HQMC Copy Station Locations.  The location of each authorized copy station, custodian's office symbol, and copy station category is listed on the HQMC LAN "Bulletin Board."   Responsible officials may not change the location or configuration of a copier without prior approval of the DirAR.
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