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ADMINISTRATIVE FACI LI TI ES AND SERVI CES
POLICIES AND PROCEDURES MANUAL
SUB-TOPIC
OFFICE MACHINES
A Pur pose and Scope: O fice Machine Services mmintains an inventory of office
machi ne equi pnent; i.e., typewiters, dictating equipnment, calculators, adding

machi nes, etc. These units are available on a short or long termrental basis
to faculty and staff through account managers. |In order to provide dependabl e,
effective units, University technicians regularly service these machi nes.
Information on rental rates may be obtained by contacting Ofice Mchine

Services, ext. 2494. The rates include normal wear and tear maintenance costs.

NOTE: Departnents renting office machines are held liable for the
theft of any machi ne and danage beyond normal wear and tear

whil e under the rental contract.

B. Request for O fice Machine Rental: UTD departnents or functions desiring to rent
an office machine are required to make the request on a Request for Ofice
Machi nes Rental form (see Exhibit F12) and forward it to O fice Machine
Services. Questions regarding types of equiprment, rental rates and ot her
guestions regarding rental of office machines should be directed as foll ows:
O fice Machines Services, ext. 2494, Copier Services, ext. 2258, billing

guestions, ext. 2233.

C. Requests for O fice Machi ne Mai ntenance: O fice nmachines |isted bel ow which are
not rented fromthe University's pool will be maintained through the
University's Ofice Machine Services. For rates and additional information

about office nmachi ne mai ntenance, contact O fice Machi ne Services, ext. 2261
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