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SUB-TOPIC

PURCHASE OF PRI NTI NG SERVI CES

Printing services may be requested by properly conpleting a Reproducti on Request (see
Exhibit E13) and forwarding it with original docunments or exanples of work to be done
to the Print Shop (Ext. 2264).

If the Supervisor of the Print Shop determ nes the requested job is beyond the
capabilities of UTD facilities, he/she will prepare a properly conpl eted purchase
requisition for the job and forward it to the Purchasing Department. Purchasing wll
then take bids and award the job to the | owest and best bi dder

When it is necessary to contract the job to an outside vendor, the Print Shop will
i ncl ude any expenses it has incurred against the job in a charge back to the
requi sitioner’s account.

Purchase requisitions for printing services will not be processed by the Purchasing
Department unl ess approved by the Supervisor of the Print Shop.




