
DATE ISSUE

2/01/92 
REVISION

3 
PAGE

E2-360.0 
                                                                             

ADMINISTRATIVE 
POLICIES AND PROCEDURES MANUAL 

SUBJECT
PURCHASING

 

SUB-TOPIC 
  
PURCHASE OF PRINTING SERVICES 

Printing services may be requested by properly completing a Reproduction Request (see

Exhibit E13) and forwarding it with original documents or examples of work to be done

to the Print Shop (Ext. 2264).

If the Supervisor of the Print Shop determines the requested job is beyond the

capabilities of UTD facilities, he/she will prepare a properly completed purchase

requisition for the job and forward it to the Purchasing Department. Purchasing will

then take bids and award the job to the lowest and best bidder.

When it is necessary to contract the job to an outside vendor, the Print Shop will

include any expenses it has incurred against the job in a charge back to the

requisitioner’s account.

Purchase requisitions for printing services will not be processed by the Purchasing

Department unless approved by the Supervisor of the Print Shop.


