DEPARTMENT OF THE NAVY
UNITED STATES NAVAL ACADEMY
121 BLAKE ROAD

ANNAPOLIS. MARYLAND 21402-5000

USNAINST 5600.6D
4/A0
6 November 1997

USNA INSTRUCTION 5600.61)

From: Superintendent
Subj;  NAVAL ACADEMY REPROGRAPHICS MANAGEMENT PROGRAM

Ref:  (a) NAVPUBINST 5600.44D
(b) SECNAVINST 5603.2D
(¢) SECNAVINST 7042.7H
(d) SECNAVINST 5602.6A
(e) USNAINST 5870.1
(f) Service Level Agreement between U.S. Naval Academy and Defense Automated Printing Service,
Annapolis of 19 Mar 97 (NOTAL)
(g) NAVPUBINST 5604.37
(h) USNAINST 1531.53

Encl: (1) Naval Academy Reprographics Management Program Manual

1. Purpose. To carry out the provisions ol references (a) through (£) by providing guidance for the management of
printing and duplicating, operation of Reprographics equipment, and publications policy at the Naval Academy:.

2. Cancellation. USNA Instruction 5600.6C; USNANOTE 5600 of 10 Mar 97; Subj: Closing of Central Copy
Center; USNAINST 4400.2; USNAINST 5219.1. This directive is a complete revision and should be reviewed in 1ts
entirety; no special markings appear in the margins because changes are extensive.
3. Background

a. Stringent controls, regulations, and policies are established by references (a) through (d) to make sure a program
objective 1s maintained to maximize savings in manpower, equipment, and materials through the proper sclection, use,
and management of reprographic cquipment.

b. The Reprographics Program includes the equipment and management and operation of printing and duplicating.
4. Action

a. This mnstruction includes:

(1) The administration of printing and duplicating through the Defense Automated Printing Scrvicee,
Annapolis - enclosure (1), Chapter L.

(2) The administration of copying cquipment - enclosure (1), Chapter IL
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(3) Publications policies and procedures - enclosure (1), Chapter 11

b. Guidelines regarding use and reproduction of copyrighted material are contained 1n reference (c).

VA D e —
JO DELE C. JACO
Deputy for Operati%m:)

Distribution:
AA
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NAVAL ACADEMY REPROGRAPHICS MANAGEMENT PROGRAM MANUAL

Chapter I
Administration of Printing and Duplicating Services by Defense Automated Printing Service, Annapolis

Appendix A - DOD Printing Requisition/Order (DD282) Quick Reference Guide

Appendix B - Organization Card

Appendix C - Sample DOD Printing Requisition/Order (DD282) - Open Requisition

Appendix D - Sample Single Item Request lor Printing/Duplicating for Open Requisition (DD283/1)
Chapter II
Administration of Copying Equipment

Appendix E - Copying Limit Notice

Appendix F - Copier Production Log

Appendix G - Cost Per Copy Request Form
Chapter II1

Publications Policies and Procedures

Enclosure (1)
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CHAPTER I

ADMINISTRATION OF PRINTING AND DUPLICATING SERVICES
BY DEFENSE AUTOMATED PRINTING SERVICE, ANNAPOLIS

I-1 Introduction

Defense Automated Printing Service (DAPS), Annapolis is a branch office of Department of Delense Automated
Printing Service, Washington (MD/DC Opcrations). DAPS Annapolis supports printing requirements of the Naval
Academy and other area activities. The Director, DAPS Annapolis, as needed, will be included in command installation
meetings as the document automation and printing advisor.

I-2 Policy

Eliminate all nonessential printing and duplicating. Plan all requirements properly, produce economically, and
distribute per applicable regulations.

[-3 Definition of printing and duplicating

A. Printing - includes and applies to the processes of composition, plate making, presswork, binding, and finishing,
micro publishing, electronic publishing, and the end-items produced by such processes and equipment.

B. Duplicating - Work produced using high-speed electrostatic equipment and the related processes (collating,
stitching, drilling, etc.)

I-4 Responsibilities

A. Director. DAPS Annapolis

. Asneeded, attends command installation meetings as the document automation and printing advisor.
Responsible for review of all publications submitted for printing to make sure of conformity with regulations, standards,
and policies.

2. Provides all types of printing services which includes all liaison with commercial sources.

3. Maintains haison and provides technical direction and assistance to activities relative to the planning,
preparation, and distribution of printed material.

4. Serves as technical advisor for security of classified material being printed.

5. Reviews all initial action relative to consolidation, coordination, acquisition, and disposition of printing and
duplicating equipment.

6. Ensures that all provisions of reference (f) pertaining to responsibilities of the Director, DAPS arc met.

B. _Administrative Officer. Naval Academv

I. Coordinates requests for printing/duplicating services.
2. Screens Department of Detense (DOD) Printing Requisition/Order (DD Form 282) for necessity, quantities

required, adherence to standards of economical printing practices, and compliance with regulations pertaining to
printing and duplicating.

Enclosure (1)
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3. Ascertains that all required data are recorded in the printing requisition.

4. Validates the cited accounting data and job order number for correctness.

5. Makes sure the requisition is signed by the authorized Printing Liaison Representative.

6. Forwards Copy #7 (Liaison Oftice Copy) of the DD 282 to the Comptroller (Accounting Division, Stop 20f)
for obligational purposes, and returns Copy #8 (Originator Copy) to the originator for file and record purposes after
approval of the DD282.

7. Sends the DD 282 to DAPS with the material being printed/duplicated.

8. Reviews duplicating disputes concerning job quality, timeliness of producing completed product, or
monetary charges which cannot be resolved between customer and DAPS.

9. Ensures that all provisions of reference (f) pertaining to responsibilities of the Superintendent, U.S. Naval
Academy are met.

C. Public Affairs. Responsible for review of all publications, programs, and advertisement dealing with any
materials to be distributed to the general public or news media. Provide graphic design artwork on an as-available basis.

For specific guidelines concerning publications policies and procedures, see Chapter 111

D. Heads of Cost Centers and Sub-Cost Centers

1. Responsible for the iitial planning, technical and editorial content, and the preparation of adequate
specifications for publications, printing, and duplicating which they originate and for the obligation of tunds for this
purpose. Technical assistance is available from DAPS or the Director, Publications Branch, Public Affairs Oftice.

2. Submits reproduction copy, draft, or sample of job desired to the Administrative Officer, Stop l¢ with
completed Printing Requisition/Order (DD Form 282). (Originator copy will be returned after approval and signature.)
Examinations only may be delivered directly to DAPS. Appendix A presents detailed instructions for completing each
item on this form. NOTE: Material to be printed MUST accompany the DD Form 282,

3. Each Cost Center or Sub-Cost Center, as appropriate, using printing services will designate a Printing
Liaison Representative. All liaison on printing and duplicating matters, including disputes over pricing, qualily of
material produced, or response time will be conducted by this individual only. Procedures for resolving disputes are
contained in reference (f). Submit names of persons so designated to the Director, DAPS, with a copy to the
Administrative Officer annuallv by 15 September for the fiscal year beginning on | October or when changes occur.
This designee should provide maximum continuity in department printing/duplicating.

E. Printing [1aison Representative

1. Represents the Cost/Sub-Cost Center in all matters related to printing and duplicating and provides all
liaison with the Administrative Officer and DAPS.

2. Prepares or screens all printing requisitions for proper completion and signs in space provided.

3. Obtains Standard Document Number, Accounting Classification Numbers and (if a purchase card holder) the
purchase card number, name of purchase card holder, expiration date of purchase card, and a bank card transaction
number from Cost/Sub-Cost Center Fast Data Technician (or the purchase card holder if other than the Fast Data
Technician).

Enclosure (1) [-2
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4. Develops a departmental tickler for publication preparation deadlines and provides for coordination of
priorities within area of responsibility.

5. Exercises control over forms and continuing usage material, maintains proper stock levels, and coordinates
all requirements for new forms with the Management Assistant, Administrative Department. The Management
Assistant should be advised whenever any local form (or other periodic publication) becomes obsolete, 1s revised, or
superseded.

6. Makes sure publications running sheet is completely and correctly prepared when submitting printing orders
of multiple pages.

7. Conducts liaison with Director, DAPS through the Management Assistant or Administrative Ofticer
concerning dissatisfaction with job quality, timeliness of receiving completed product, or monetary charges.

I-5 General Guidance for Printing/Duplicating

A. Pavment for Printing/Duplicating. Until further notice, printing and duplicating must be paid with the purchase
card 1f one has been issued to the Cost/Sub-Cost Center. If the Cost/Sub-Cost Center does not have a purchasc card, the
printing and duplicating may be paid with appropriated and nonappropriated funds through the normal requisition
procedures used in previous fiscal years. Please note, however, that Cost-Sub-Cost Centers having a purchasc card
must use the card to pay for all duplicating and printing.

B. _Copyrighted Material. Specific guidance for use and reproduction of copyrighted material 1s contained in
reference (). Copyright Law prohibits the reproduction of copyrighted material without the written permission of the
publisher or author. Where doubt exists, consult the Staff Judge Advocate.

C. Stationerv, Official Mail. Seals. Calling and Greeting Cards. Invitations, and Calendars

1. Official Letterhead Stationerv. Official letterhead stationery 1s to be used for official purposes relating to the
business of the Naval Academy and 1s not to be used for personal reasons. Size and letterhead format of official
stationery should comply with specifications contained in reference (d).

2. Cards

a. Greeting/Calling. Government funds are not authorized for printing, engraving, or embossing of greeting
cards.

b. Organizational

(1) Per reference (g), the Department of the Navy is permitted to procure organizational cards: i.e., cards
imprinted with information which identifies the particular command, activity, or office. Expenditure of appropriated
funds is authorized. The Superintendent has approved the use of an organizational card in the design shown in
Appendix B.

(2) No other designs are accepted for use. There will be no deviations from the above design; names,
titles, division, department, and phone numbers will not be printed on the card. The card measures 3 A" x 2", is printed
on white index paper, ink is Navy Blue No. 3 (PMS 287).

(3) To obtain organizational cards, submit a DOD Printing Requisition/Order (DD Form 282).

[-3 Enclosure (1)
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3. Invitations. The use of invitations, paid for with appropriated Naval Academy funds, are limited to the
Superintendent and the Commandant of Midshipmen for official functions only. Only those invitations to change of
command ceremonies, retirement ceremonies, and social functions authorized per reference (¢) are authorized for
mailing with official postage. No other invitations to social functions are authorized. The Protocol Officer will
coordinate all invitations issued under reference (b).

4. Letterhead envelopes

a. Letterhead envelopes are to be in conformance with the United States Postal Service (USPS) standards,
and are to be printed per reference (d).

b. Use official envelopes only when mailing matter or material which relates exclusively to the business of
the U.S. Government.

S. Seals

a. All official letterhead stationery of the Department of the Navy must bear the seal of the Department of
Defense, one inch in diameter and one-half inch from the upper left and top edge of the sheet.

b. The official seal of an activity is the appropriate device to be printed on the first page or cover of a
publication to identify the issuing activity or to indicate the official character of a publication.

I-6 General Criteria

A. Envelopes. Printing. and Writing Paper. Mandatory standards have been established for procurement of printing
and writing paper stocks; and for specifications and use of stationery, envelopes, memorandum, and messenger
envelopes.

B. Quantities. In the case of forms or other continuing usage material, limit quantities to a 3-month supply unless
usage is 1,000 copies or less, in which case | year's supply may be ordered. Exceptions may be approved when justified
by significant savings.

C. Color Printing. Regulations prohibit printing in two or more colors, except when they provide a definite
functional value to the printing matter.

D. Color Standardization. To standardize all colorized printed/produced material representing the Naval
Academy, the following color specifications will be used, unless directives from higher authority specify otherwise:

Blue - PMS 281
Yellow - PMS 116
Gray - PMS 428

E. Photographs. Photographs or line illustrations will be included as a part of copy only if they have a functional .
value related to interpretation of the text.

F. Camera-Readv. Handwritten or hand-edited material won't be accepted by DAPS unless a fully justified
exception is approved and clearly stated "For Composition" on the DD Form 282. Material will ordinarily be subrmitted
clearly typewritten in a camera-ready format.

G. Self-covers. Self-covers will be used on all publications, except in special cases where usage necessitates a
harder protective cover,

Enclosure (1) -4
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H. Blank Pages. Design publications so they can be reproduced on both sides of the paper to minimize biank
pages.

I. Bindery and/or Finishing Operations. Multiple-page material reproduced elsewhere will not ordinarily be
accepted by DAPS for collating or other finishing operations.

J. Repetitive Typing. Repetitive typing usually represents a waste of man-hours. Standard forms can be
preprinted with such data, leaving only variable data to be typed. Repetitive letters can be produced in quantity, on
letterhead paper as required, leaving only spaces to be personalized.

K. Simplifving Distribution. When so requested, DAPS can package finished printing orders in desired quantity,
properly labeled, and ready for delivery to subunits. (This can save manual counting, which becomes particularly time-
consuming in connection with midshipmen distributions.)

L. Forms

1. Local forms (USNA generated) must be reviewed by the Forms Manager (Management Assistant,
Administrative Department) to ensure conformance with applicable regulations.

2. For forms replenishment, order a 3-month supply when stock has depleted to a 1-month level.
3. For minimum use forms, (1,000 copies or less per year) order a |-year supply.

1-7 Procedures for submitting DOD Printing Requisition/Order (DD282)

A. Defense Automated Printing Service (DAPS), Annapolis provides all duplicating requirements for the Naval
Academy and area activities which exceed the copying limitations imposed by reference (a). Specifically, low-speed
copiers placed in divisions/departments are not to be used to produce copies exceeding 135 copies per original or 250
total copies per job. Requirements exceeding this must be sent to DAPS.

B. All provisions of reference (h) remain in effect pertaining to preparation and administration of tests. Only the
DAPS may be used for duplicating quizzes, tests, or examinations outside of the department in which they were

prepared.

C. Procedures for obtaining services {rom DAPS Annapolis:

1. Cost/Sub-Cost Centers will prepare a Department of Defense Printing Requisition/Order (DD Form 282) for
individual jobs. Cost/Sub-Cost Centers needing repetitive services throughout the month may prepare a DD282 (open
requisition) to cover a 1-month period. Cost/Sub-Cost Centers who do not have a purchase card may submit an open
requisition quarterly (3-month period). A Sample DD282 (open requisition) is shown in Appendix C. If the customer
has a purchase card, the purchase card number, name of purchase card holder, expiration date of card, and bank card
transaction number will be added to the DD 282 in the section titled "serial numbering, registration, etc."

2. Individual jobs chargeable to the open requisition will be submitted under a Single Item Request for
Printing/Duplicating for Open Requisition (DD 283/1), citing the Job Number assigned by DAPS to the DD 282, A
Sample DD 283/1 1s shown in Appendix D.

3. Individual jobs and the DD 283/1 (original and four copies) are to be sent to the Office Services Branch,
Stop le. Disposition of the copies is as follows: Original and two copies for DAPS; one copy retained by Cost/Sub-
Cost Center; one copy retained by Office Services Branch. They may be sent through the Yard Mail or hand carried to
the Office Services Branch, Room 4a, in the basement of the Administration Bldg. The DD 283/1 will be logged in and
will be annotated with the date it is picked up by DAPS, DAPS will pick up all duplicating jobs in Room 4a of the

1-5 Enclosure (1)
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basement of the Administration Bldg. at approximately 1100 Monday through Friday. Jobs of an urgent nature (tumn
around time of less than 2 days) that are not received in Office Services in time to send the material out with the 1100
pickup for that day must be hand carried by the customer to DAPS via Office Services. Any DD 283/1 that has not been
signed by the Office Services Supervisor or the Administrative Officer will not be accepted by DAPS. Completed jobs
will be delivered by DAPS to the address shown in the "Special Instructions - Deliver To" block. Make sure a room
number, building name and number, and Yard Mail stop number are indicated here to assist in prompt delivery. The
DD 283/1 should be numbered, beginning with number 1 to assist in locating the status of an individual job.

4. Routine duplicating requests will be processed within 2 work days, or as specified on the DD 283/1, or a
reasonable time frame based upon the scope and complexity of the request. "Same day" service is available for short
run, fast turnaround, critical, time-sensitive material.

5. Duplicating services include but are not limited to page reproduction, on acceptable standard weight paper,
either white or color, as specified by the customer at a cost not to exceed 3 cents per copy. Additional/special
requirements may increase the cost per copy.

6. Estimates for printing/duplicating jobs may be obtained from DAPS to monitor the amounts budgeted. Final
charges for duplicating will be billed at the end of each month and annotated in the “for plant use only" section of the
DD282. The customer will receive a copy of their DD282 with final charges annotated for the previous month, along
with a copy of the purchase card charge slip (if using a purchase card to pay for the printing/duplicating) which will also
show the charges for the month. Money obligated (with the purchase card) but not used in a month's pertod may be
recouped into the printing budget and used in future months for printing/duplicating.  When using the purchase card
with the open requisition, money cannot be carried over into another month. If not using a purchase card, established
accounting procedures (as used in the past) will be followed.

7. The Superintendent, U.S. Naval Academy and Director, DAPS Annapolis agree to abide by all provisions of
the Service Level Agreement (reference (g))between the Naval Academy and DAPS. Questions or problems with the

procedures outlined above may be referred to the Office Services Branch, ext. 31570.

D. Inquiries Concerning Material

1. Telephone inquiries regarding material to be printed/duplicated may be made to the Office Services Branch ,
ext. 31570, or to DAPS, extension 32692/30800.

2. When making inquiries, have the following information available from the DD 282 or DD 283/1:
a. Job Number and division/department (if used).
b. Division/department/office.
c. Purchase card number and bank card transaction number (if used).

d. Description of material to be duplicated.
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DD 282 QUICK REFERENCE GUIDE

CLASSIFICATION {Reqursttion sutomatically becomes | F
DOD PRINT'NG : GS “UNCL " when getached from clas- | O
REQUISITION/ORBER sihed material ) Ale FOR PLANT USE -
REQUISITION NO. IDATE OF REQUESTIREQUESTED DEL' Y| EST COST f_
( .:) A . ¢ ' :
" {PLANT JQB NUMBER)
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= - . S - s
" ; . E
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x @] - ,
FOLD TO (Size) PRlNr ] = -OYHEF\ 2
2 oL ONE DHEAO HEAD D(see coey
o SIDE TO HEAD JTO FOOT ATTACHED) 3
5 ASSEMBLE, WIRE STITCH (Stapler .. QTIHER (Specityl]a
PAGE |Number TIUPPER i
O sers@ SEQ "|sutches [ | }'_0__” 5 (26)
"5 STAMDARD PUNCH (Ordil OTHER (Nymber) (Diameter) (Ctr 10 cir ) {Locarion) 6" .
w 2-HO 3-HOLE . ' , g
& Tor (23)_fierT : e 7
PERFORATE/SCORE PAD (Locations FRONG FASTENERS “NOTE. Graces ana weigni ot paper wiil be 1n accord-
' SHTS ance with specilicahons 153u. by the Congressiaonal
DSEE cory l DYOP I iLErT D YES DNO 23Moint Committee on Printing No deviations permitted
SET _‘ uniess justihied.
COMPOSINGIPRQCESSING (Prepare/alter copy tofol:si. o!fse: el : VIR NG per_akg 1{DISPOSITION OF H-HOLD
: g ; S ’ O-DESTROY
. NEGS ORIG R.RETURN

FOR PLANT USE ONLY

SPECIAL INSTRUCTIONS/REMARKS

NUMBER ST s T e v S e
ORIG
LINE
HT
lMA‘GE SIZE
X
PRESS PLATES{ IMP

FOR PLANT USE

PRESS SHEET SiZ

X
TRIM SIZE

X -
PLANNED BY

S

SERIAL NUMBERING, REGISTRATION, ETC

.

ORDERING OFFICE (! other than delivery address)

3,

LIAISON OFFICE APPROVAL (Signature and date) -

=

L

APPROVING OFFICE (Signalure and date)

@
@
:

( SEND CQNFIRMAYIONIBILLING COPY TO (Insert complete maiiing adgress)

ODEUIVER TO (Compleie address) -

4 QISTRIBUTION REQUIRED

[ Jusr './DLABELS i ATTACHED
- i WILL PICK UP — PLEASE NOTIFY" (Ext.)
, | [Jrow] ®
' L MATERIAL RECEIVED Signaiore and daiel
L - ;
| ‘ | @2
FORM
DO, aer7s 282 (navy) REPLACES EDITION OF 1 JUN 66 WHICH MAY BE USED

STOCK NO =~ 0102-LF-002-880
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1. CLASSIFICATION

Specify Classification of material;
UNCL, CONF, etc., do not leave blank

2. REQUSITION NUMBER
Filled in by Dept. Fasta Data Tech.
3. DATE OF REQUEST

Date submitted by ordering office.
4. REQUESTED DELIVERY

Enter a realistic date; don't use ASAP,
RUSH, etc. Do not leave blank.

5. ESTIMATED COST

Get estimate from DAPS. Do not
leave blank. If actual cost is within
10% of this amount, customer will not
be called.

6. FOR REFERENCE CONSULT
Person who has full knowledge of job

and phone number. Do not leave
blank.

7. APPROPRIATION/FUNDING
Complete accounting data.

8. FORM/PUBLICATION # & TITLE"
Description of material to be printed.
If a form or publication, enter number,
issuing/revision date, and title.

9. QUANTITY

Total number to be printed, and total
number of pages, manuscript copy,
camera ready copy, or negatives, etc.,
submitted for production. A form or
publication printed on two sides is
considered to be two pages.

10. PAGES

Enter number as applicable.

11. QUANTITY WILL LAST

Fill in as applicable.

12. JOB TO BE REPRINTED

Check appropriate box.

13. JOB IS

Check appropriate box to indicate if
jobs is a first run (new), revised
(changed copy of previously printed
material), or a reprint (facsimile, rerun

of previously produced material).

* MATERIAL TO BE PRINTED

MUST BE INCLUDED WITH
REQUISITION.

Enclosure (1)
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15. ENCLOSURES

Specify the number of manuscript
pages or camera-ready pages,
negatives, photos, etc., or any other
material submitted with the DD282.
This aids DAPS in keeping all parts of
the job together. This block may be
used as a double check for page
counts on classified material or as a
summary of materials when a
combination of manuscript pages,
camera ready copy, negatives, or other
material is furnished.

16. PROOFS

Specify only if a proof is required.
Enter the address where proofs are to
be sent. Check "Not Reg'd” if no
proof is necessary.

17 - 21. FINISHED SIZE

Must enter all applicable instructions
here. Size of finished matenal;
margins required; color ink if other
than black; folded size if applicable;
check head-to-head, one side, etc.

22. ASSEMBLY/COLLATION

This section shouid be checked when
you have multiple page forms or
publications that must be assembled
in sets or by page number.

a. Forms: When assembly is
required, check applicable box. If
assembly is not required, leave blank.

b. Publications: Multiple sheet
type. Publications requiring assembly,
check applicable box and submit a
publications running sheet/pagination
guide with the DD282. Running
sheets/pagination guides are used in
determining sequence of front and
back pages during the production and
assembly process.

23. WIRE STITCH

Check appropriate boxes for stapling,
hole punching/drilling, wire stitch,
perforating/scoring, or padding. Fill in
all applicable biocks. When needed
for clarity, provide a sample or dummy
to illustrate requirements. Use of
prong fasteners (ACCO) is
discouraged because of increased
cost. Check only when absolutely
necessary.

24. COMPOSING/PROCESSING
Leave blank.
25. WRAP

Unless there are special requirements,
enter "SUITABLE."

26. GRADE OF PAPER-WEIGHT-
COLOR

Use only locally stocked and
recommended items.

27. DISPOSITION OF

If job is to be reprinted and an activity
publication or form number has been
assigned, negatives and original copy
will be held by DAPS or returned to
the requesting activity for subsequent
printings. Otherwise negatives and
original copy are destroyed unless
return is requested.

28. SPECIAL INSTRUCTIONS/
REMARKS

If using a purchase card for payment,
include the name and phone number
of purchase card holder, card
expiration date, and a bank card
transaction number. Also use this
block to provide further informa-

tion on entries not made perfectly clear
elsewhere.

29. DELIVERTO

Include your complete delivery
address and Yard Mail Stop Number.
Do not leave blank.

30. DISTRIBUTION REQUIRED

For distribution to multiple addresses,
check applicable box and provide the
necessary lists and/or fabels.

31. WILL PICK-UP PLEASE
NOTIFY

Give full phone number as appropri-
ate.

32. MATERIAL RECEIVED
Leave blank.

33. ORDERING AND LIAISON
OFFICES

Enter "Ordering Office” and "Liaison
Office" signatures and date before
forwarding.

34. APPROVING OFFICE

MUST BE SIGNED AND DATED
prior to forwarding to DAPS. Fillin
with “D. A. JONES, ADMIN OFCR."

35. SEND CONFIRMATION/
BILLING COPY TO

Comptroller

U.S. Naval Academy

181 Wainwright Road
Annapolis, MD 21402-5008



USNAINST 5600.6D
November 1997

UNITED STATES NAVAL ACADEMY
ANNAPOLIS, MARYLAND 21402-5000

Name
Title
Div/Dept. (410) 293-
Address FAX (410) 293-
Annapolis, MD 21402-5____ E-mail

USNA DMB 5400/1 (Rev. 10/97)
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X

TRIM SIZE
X

PLANNED BY

CARDHOLDER: U. R. NICE
EXT. 31234
BC#: NO0O16198BCM001

USNAINST 5600Q0.6D
- - - o 6 -November 1997 - -
SAMPLE DOD PRINTING REQUISITION/ORDER (DD282)
CLASSIFICATION (Requisition automatically becomes { F
DOD PRINTING “UNCL'" when detached irom clas-{0Q
REQUISITION/ORDER UNCL sthed material ) R
REQUISITION NO. DATE OF REQUEST|REQUESTED DEL'Y|EST. COST E
A
NOO16198PT12345 | 10CT97 | VARIOUS [$500.00 |A PLANT 46 NUMBEE]
FOR REFERENCE CONSULT PHONE L SDCP:;_EDULED COMPLETION ESTIMATED COST
A
U. R. NICE 31234 § .
Object Bureau Sub-| Authorization| Trans.]  Property FUNDING AUTHORIZATION
Appropriation & Subhead| /.o | control No. laliot. Acct'q Act'y | Type | Acct'q Act'y Cost Code BASIC REQN. NO. AMOUNT
1781804.11L0 | 000 [00161 0 1 068892 2D 512345 | 001618MB90Y
FORM/PUBLICATION NO. AND TITLE (/n that order) .
OPEN REQUISITION FOR PRINTING/DUPLICATING MATERIAL FOR PERIOD 10CT97 - 310CT97
QTY. (Specify shts, sets. etc.) IPAGES |QTY. WILL LAST |JOB TO BE REPRINTED |JOB IS . LAST JOB NO.
A RE-
: MOS. D YES D NO El NEW D REVISED PRINT
ENCLOSURES (Submit clean, well protected copy) (If other, specily) PROOFS (Specify only if necessary)
PAGES NEGA- OT |SEND
COPY TIVES PLATES EQ'Dl TO:
FINISHED SIZE MARGINS (Top} (Left/Bind) INK (/f not black} GRADE OF PAPER* WeiGHT CoLoR®
X 15
FOLD TO (Size) PRINT OTHER 2.
2 ONE [:]HEAD HEAD (SEE COPY
5 X SIDE TO HEAD TO FOOT ATTACHED) |3
= JASSEMBLE WIRE STITCH (S7aple) OTHER (Specify)l4
g IN PAGE |Number UPPER [:]TOP
= SETS SEO. |Stitches: LEFT 5
g STANDARD PUNCH (Dritty OTHER (Number) (Diameter) (Ctr. to ctr.) (Location) 6.
o Z2-HOLE 3-HOLE
% TOP LEFT 7.
R "NOTE. Grades and weignt of paper will be In accora-
ReRFORATEISCORE PR SHTS Heaeatien) FRENG: FASTENERS ance with SpeC||ICalI0f\SngSU by the Congressional
DSEE COPY |:ITOF’ {__—]LEFT YES NO Joint Committee on Printing. No deviations permitted
SETS unless Justified.
COMPOSING/PROCESSING (Prepare/aiter copy: lotolist, offset. etc.) WRAP (No per pkg.)|DISPOSITION OF H-Hgé-‘PROY
D-D
NEGS ORIG. R-RETURN
FOR PLANT USE ONLY SPECIAL INSTRUCTIONS/REMARKS
NU%BER SERIAL NUMBERING, REGISTRATION, ETC.
ORIG. .
LINE
HT.
e PURCHASE CARD EXP. DATE:
« 11/98
PRESS LATES| IMP,

ORDERING OFFICE (// other than delivery address)

DELIVER TO (Complete address)
U. R. NICE

LIAISON OFFICE APPROVAL (Signature and date)

(SIGNATURE OF PRINTING LIAISON REPRESENTATIVE)

ADMINISTRATIVE DEPT.
121 BLAKE RD

APPROVING OFFICE (Signature and date}
D. A, JONES, ADMIN. OFCR.

ANNAPOLIS, MD 21402-5000
YARD MAIL STOP #1E

SEND CONFIRMATION/BILLING COPY TO (Insert complete mailing address)

DISTRIBUTION REQUIRED

r COMPTROLLER, USNA | I:Iusr /D LABELS ATTACHED
181 WAINWRIGHT RD \A[/L_Lj p(;c; UP — PLEASE NOTIFY: (Ext.)
HOL
ANNAPOLIS, MD 21402-5008 ‘
MATERIAL RECEIVED (Signature and dale)
L |
0D FORM. 282 (navy

APR T &
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SAMPLE SINGLE ITEM REQUEST FOR PRINTING/DUPLICATING FOR OPEN REQUISITIONS

(DD 283/1)

SINGLE ITEM REQUEST FOR PRINTING/DUPLICATING FOR OPEN REQUISITIONS DMB98—1 $100.00)
Department {Contact & Pho Date Submitted Date Requested (OB NUMBER .
ADMINISTRATIVE DEPT. i D. A. JONES, X31561 I106’].‘9 30CT97 XXXXXX

Auiéorxzed Si ﬁnature

EPT. OFFICE SERVICES SUPERbISOR OR ADMINISTRATIVE OFFICER)

Description
WEEKLY' ADMINISTRATIVE BULLETIN

Originals (Quantity) | Copies of Each
2 1,600

Paper (Grade and Color) (Lf not white bond)

STANDARD — WHITE

Color of Ink (If not black)

Size

8%x11 _ X 8%x14 _ 8%x5% Other

___ _One Side Only _ X Two Sides
_ X Head to Head
____Head to Foot

Head to Right/Left

BINDERY
Fold x (sample)
Collate (Paginatior sheet required)
Staple Drill Other
1-Upper Lefc 2-hole Top CBC
2-Left Margin 3-hole Left o
A —_— —— Posts
Saddle Other
e EeS _____ Acco
Glue Bind-
Pad 100's Perfect Bind

Special Instructions

RETURN TO ADMINISTRATIVE DEPT

l
|

|

DD 283/1 (Revised 4—-95

Received by ) Date
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CHAPTER I
ADMINISTRATION OF COPYING EQUIPMENT
[I-1 Introduction. There is a need for more stringent measures of control in use of copiers to comply with directives
concerning misuse of copiers, alternatives to copying, copying restrictions in regard to copyright laws, and material that
can't be copied. Due to increasing budget cuts and the need for more control of copier usage, owned copiers no longer
used or needed by the Cost Center will be placed, upon request, where needed. Under no circumstances will high

volume copiers or ditto machines be authorized. This instruction covers all copiers including those presently leased
under the sole source copier contract and all owned copiers.

[I-2 Policy
A. Not more than 15 copies per original or 250 copies per multiple-page job may be run on a copier.
B. Per reference (a), a sign is to be placed at each copier to publicize the limitation of copies established for
copiers. This sign is included as Appendix E to this chapter. It will be provided to each copier user (office) by the

Management Assistant and is to be posted in a conspicuous area for all users to see.

C. Each copy machine user will enter appropriate information in the Copier Production Log (Appendix I) per
reference (a). This information is essential in the event the department needs to justify a new copier.

D. A kev operator should be assigned to:

1. Monitor assigned machine(s), refill machine(s) with paper, clear jams, and perform other related operations
normally accomplished by machine operators.

2. Make sure machines are serviced as required by calling the service representative. (Telephone number is
posted on the machine.)

3. Verify meter readings with service representative at the time of reading and retain copy.

4. Prepare requests for new copiers or replacements using the Cost Per Copy Request Form shown in
Appendix G.

5. Inform the Management Assistant, ext. 31570, of repeated service problems or failure to respond within 4
hours. Provide the following:

a. Model number and serial number
b. Room number and building
c. Key operator

d. Time and date of service call

o

. Time and date of reported no response.
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E. The Administrative Officer is the activity representative and will:

1. Acquire a working knowledge of reference (a) and this manual.
2. Represent the Superintendent on matters concerning the reprographics program.

3. Act as liaison between the activity and the local DAPS reprographics manager on all matters concerning
the reprographics program.

4. Act as activity representative for USNA copier users to resolve matters concerning initial requests or
upgrading copiers that can't be resolved to the satisfaction of the user.

5. Assure timely and accurate implementation of copier requests.
6. Maintain current inventory of the activity's reprographics equipment, including manufacturer, model
number, attachments or accessories, serial number of mainframe and accessories, machine location, installation date, and

monthly volume data.

7. Review current equipment at least annually. This review should review cost and production data to assure
existing equipment is still properly matched to workload and user requirements.

G. Costly Practices in Copier Usage

1. Misuse of copiers not only has an adverse effect on direct costs, but also contributes to the hidden costs of
copying. Increased personnel costs, wasted materials, increased file maintenance, and related floor space expenses are
all results of copier misuse. Examples of copying misuse include:

a. Insistence on perfect copies (including the reproduction of copies where the initial copies are less than
perfect).

b. Copying in uneconomical quantitics (NOT MORE THAN 1S COPIES PER ORIGINAL OR 250
TOTAL COPIES PER MULTIPLE PAGE JOB SHOULD BE RUN ON A COPIER).

c. Use of copiers for personal copying.

d. Tendency to round-off upward or to make more copies than actually required (includes preparation of
convenient copies, suspense copies, information copies, and multiple file copies).

e. Use of copiers in lieu of producing copies on printers.
f. Reluctance to batch copying requirements to reduce travel time to copiers.
g. Copying of blank forms. Forms are to be reproduced at DAPS.

h. Copying of printed material that is already available from command stockrooms, Naval Supply Centers,
or which may be produced more economically at DAPS printing plants/facilities.

1. Failing to reset quantity dial before using the machine.
J. Copying of copyrighted material.

k. Failure to use the services offered by DAPS.
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2. The trend toward copying perfection and automated features, along with the sophisticated marketing
techniques used by vendors, has led numerous organizations to use more costly equipment than their operational needs
warrant. On the other hand, the use of inadequate equipment where high volume requirements exist can prove equally
wasteful,

H. Altemate to Copving. Most inefficient copying applications reflect either insufficient promotion of efficient
paperwork practices within the organization or the ignoring of alternative reprographics and printing services available
to the organization. Organizational adherence to the following practices can, in many cases, substantially reduce the
volume of unnecessary copying:

1. Preparation of sufficient copies at the time of original typing.

2. Development of a multiple-part form or the revision of existing forms to accommodate the entire distribution
required.

3. Encouragement of originators to furnish a sufficient number of copies.
4. Elimination or reduction of the distribution of specific reports or other documents, auditing and purging of
report distribution lists is a strongly recommended cost reduction technique. The use of a route slip approach to the

distribution of information is another alternative.

S. Printing of sufficient copies of materials involving broad distribution to accommodate both immediate and
subsequent requirements.

1. Copving Restrictions

1. Copyright Laws. The Copyright Law prohibits the reproduction of copyrighted material without the written
permission of the publisher or author. It is intended to protect the property of the publisher or author and affords
individuals the right to say who may reproduce their written or published work and to demand payment for it.

2. Because the copier has made it easy to reproduce published works, extra precaution is necessary. Where a
notice of copyright is shown, either on the work itself, or by a general statement in the publication, the law is clear; it
may not be copied unless permission of the publisher or author is obtained. Requests for reproducing copyrighted
material should be handled per reference (¢). Where doubt exists as to whether or not an item is copyrighted, consult the
Staft Judge Advocate.

3. _Other Material That Mayv Not Be Copied. Congress, by statute, has forbidden the copying of the following

subjects under certain circumstances. Monetary fines or imprisonment may be imposed on those guilty of making such
copies.

a. Obligations or securities of the United States Government, such as:
(1) Certificate of Indebtedness.
(2) National Bank Currency.
(3) Coupons from Bonds.
(4) United States Bonds.
(5) Federal Reserve Bank Notes.

(6) Federal Reserve Notes.
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(7) Treasury Notes.
(8) Silver Certificates.
(9) Gold Certificates.
(10) Fractional Notes.
(11) Certificates of Deposit.
(12) Paper Money.
(13) Bonds and obligations of certain agencies of the government, such as FHA, etc.
(14) U.S. Savings Bonds

(15) War Savings Stamps if in albums filled or partially filled. (They may be photographed only if the
reproduction is either 25% smaller or 50% larger in each dimension.)

(16) Internal Revenue Stamps. (If necessary to copy a legal document on which there 1s a cancelled
revenue stamp, this may be done provided it is for lawful purposes.)

(17) Postage Stamps (cancelled or uncancelled).

(18) Postage Money Orders.

(19) Bills, Checks, or Drafts for money drawn by or upon authorized officers of the United States.
b. Adjusted Compensation Certificates for Veterans of World Wars.

c. Certificates of Citizenship or Naturalization. (Foreign Naturalization Certificates may be
photographed.)

d. Passports. (Foreign passports may be photographed.)
e. Immigration Papers.
f. Draft Registration Cards.

g. Badges, Identification Cards, Passes, or Insignia carried by Armed Forces personnel or employees of the
Federal Government.

h. Copying the following is also prohibited in certain states:
(1) Automobile licenses.
(2) Drivers' permits.

(3) Automobile Certificates of Title.
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ECONOMICAL COPYING LIMIT

15 COPIES PER ORIGINAL

250 COPIES PER MULTIPLE-PAGE JOB

PLEASE LIMIT QUANTITIES TO AN ABSOLUTE
MINIMUM. FOR LARGER REQUIREMENTS, USE
DEFENSE AUTOMATED PRINTING SERVICE,
ANNAPOLIS, LOCATED AT 187 VANDERGRIFT ROAD.

(REFER TO USNAINST 5600.6D FOR INFORMATION ON OBTAINING SERVICES FROM
DEFENSE AUTOMATED PRINTING SERVICE, ANNAPOLIS)
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COPIER PRODUCTION LOG

Month of Page of pages

Equipment (Make/Model) Serial Number Location

Date | Requesting Description of Material Copied (form, exam, Paper | No.of Copies | Total
Office lesson plan, etc. Size Originals | each

Beginning Meter Reading Final Meter Reading

USNA DMB 5600/4 (Rev. 10/97)

I1-6
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Cost Per Copy Request Form

REQUESTING ACTIVITY:

DATE OF REQUEST:

NPPSO REQUEST DATE:

ACTIVITY MAILING ADDRESS:

ACTIVITY CONTACT:

NAME, CODE, TELEPHONE:

PRIMARY KEY OPERATOR:

NAME, CODE, TELEPHONE:

v

ALTERNATE KEY OPERATOR:

NAME, CODE, TELEPHONE:

(1-2500 COPIES)

(2,501-5,600 COPIES)

(5,001-15,000 COPIES)

(15,001-30,000 COPIES)

COPIER LOCATION: NO. OF STAIRS: | ELEVATOR AVAILABLE | AVERAGE MONTHLY VOLUME:
"YES NO
DOES COPIER REQUIRE CRITICAL SERVICE RESPONSE YES NO
YOLUME BAND ACCESSORY LIST
ACCESSORY NOT AVAILABLE FOR BAND
BAND IA BAND 1B BAND II BAND 1II BANDIZ

(50,001-30,000 COPIES)

SEMI-AUTO
DOCUMENT
FEEDER

AUTOMATIC
DOCUMENT
FEEDER

AUTOMATIC
DUPLEX

SORTER
(BINS)

COPY CONTROL
DEVICE

81/2x11

812x14

11x17

Large Paper
Cassette

REMARKS:

Signaoure

II-7
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CHAPTER III

Publications Policies and Procedures

[1I-1 Background

A. The Naval Academy, as part of the federal government, has an obligation to tell the American public about the
mission of the Academy. As we represent the academy to different groups in the public domain, many people across the
Yard participate in telling the Academy’s story, both in printed and electronic publications, from almost every
administrative and academic cost center.

B. While the Public Affairs Office has been assigned central responsibility for the coordination of
communications and publications, it is also prepared to function as a central resource to which individuals and offices
may turn for professional consultation and assistance. Trained and experienced staff are available in the areas of news
and information writing, radio and television, media relations, publications design and layout, editing, production,
photography, and internal and external communications.

C. Publications and promotional materials distributed to the general public are important in creating and
maintaining the public’s impressions of the Academy, its programs, and personnel. The Director, Public Affairs Office
Publications Branch must ensure all Naval Academy publications — including those requested by academic divisions
and departments and staff elements — reflect the quality associated with the Naval Academy; speak with a clear and
consistent voice; avoid costly duplication of effort; and support the public’s understanding of the Academy s mission,
programs, and personnel.

I11-2 Publications and Promotional Materials Review Procedures

A. The Public Affairs Office Publications Branch provides professional publication, editing, design and layout,
and desktop publishing services; suggests appropriate promotional, marketing, and distribution strategies; obtains cost
effective materials and services; and establishes a uniform image for the Naval Academy in such materials and
presentations.

B. Procedures for Submitting Publications for Review

1. All publications used to recruit students for the Naval Academy or to provide information about the
Academy to any and all publics must be coordinated with the Public Affairs Office Publications Branch. Exempt are
office forms, letters, textbooks, technical magazines, and classroom materials. Editing, design, and production of all
other publications will be coordinated with the Director, Publications Branch.

2. The origination of text for all publications is the responsibility of the division, department, or staff element
requesting the publication. The Director, Publications Branch may rewrite or edit text to conform to standards which
reflect the Naval Academy’s image of quality and excellence. Text should be submitted on computer disks in
WordPerfect for Windows format, accompanied by a hard copy of the text. Text may also be sent by electronic mail to
the Publications Office electronic mailbox at olmstead@arctic.

3. The requester may submit or suggest illustrations and designs for a publication; however, the final decision
will be jointly made by the requester and the Director, Publications Branch. The Naval Academy name must appear on
the front or back cover of all publications paid for from funds administered by the Naval Academy and/or using the name
of the Naval Academy. Use of the seal is optional, but the correct Naval Academy seal must be used. Reference (a)
contains more information on the allowed usage of colored ink, paper stock, copyrighted material and illustrations.

4. The requester is wholly responsible for funding the production of the publication requested.
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5. DOD Printing Requisition/Order (DD282) for all publications covered by this instruction is to be
completed and signed by the requester’s printing liaison officer and processed through the Director, Publications Branch
regardless of the source of funding or the level of printing support. Following review, approval, and signature by the
Director, Publications Branch, the DD 282 is then reviewed, approved and signed by the Naval Academy
Administrative Officer before being forwarded to the Defense Automated Printing Service (DAPS) for production.
These signatures provide the required certification that the work to be printed is authorized by law; is necessary to the
conduct of the unit’s business:; and that sufficient funds are allocated and available.

C. Department of the Navv Clearance Procedures for Publications

|. Before publications may be produced locally, they must be reviewed and approved. All Navy periodicals
and pamphlets are to be reviewed to ensure they are mission essential and cost effective. Exempt from this review
requirement are signed plans of the week/day, single sheet flyers such as department brochures; programs or posters for
special events; or publications that provide statistical, handbook, or directive information, such as “Instructions for
Candidates,” “A Guide for Counselors and Candidates,” and “Important Notice to Candidates.”

2. Definitions. There are two categories of publications - periodicals and pamphlets. The following definitions
will identify reportable publications:

a. Periodical. Any classified or unclassified Navy magazine or newsletter-type publications published at
regular intervals, at least semiannually, for the purpose of disseminating information and material necessary to the
issuing activity, and which has a continuing policy as to format, content, and purpose. Class I periodicals are those
having an annual cost of over $20,000; Class II $5,000 - $20,000; Class III - below $5,000. Periodicals are nondirective
in nature and are usually published to inform or motivate.

(1) Newsletters may be known by other names such as bulletins, house organs, newsgrams, etc.
Newsletters usually contain information that is personnel oriented or devoted to information usually issued by a public
affairs staff. The readership is usually internal and does not extend outside the local activity.

(2) Exceptions include manuals, directives, regulations, opinions, decisions, circulars, reports, and
strictly statistical materials which are not periodicals and are not to be reported.

b. Pamphlet. Any classified or unclassified publication printed on a one-time basis with the possibility of
reprinting, usually published to inform or motivate. They are nondirective in nature and generally have fewer than 80
pages. The term includes publications designed as booklets, brochures, and other synonymous terms for publications
which otherwise fit the definition. Pamphlets may contain either official or unofticial information or both.

(1) Exceptions include manuals, memoranda, directives, instructions, regulations, official histories,
legal opinions, and decisions, proceedings, reports, directive internal information bulletins, programs for ceremonties,

primarily (75 percent or more) statistical materials and single sheet flyers which may be printed on both sides.

(2) Also excluded are official instructional or informational documents of a permanent nature, normally
titled Pamphlet (number) and published as a supplement to directive systems of Department of Defense components.
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D. Competitive Bidding and Final Preparation. Most Academy publications such as brochures, single sheet flyers,
handbooks, books, programs and posters are prepared in the Publications Branch using desktop publishing software to
typeset, design and lay out publications. Most publications are then printed by a printer selected by the Government
Printing Office, via DAPS. The DAPS facility near Halligan Hall no longer has a printing press. It now provides on-site
printing services with a high technology copier. For typesetting not done by the Publications Branch Office, DAPS
selects a local commercial typesetter who prepares camera-ready artwork for the printer. Publications which are not
printed at DAPS are printed commercially; a printer is selected through competitive, area bidding after a requisition is
processed by DAPS. The Director, Publications Branch is responsible for developing bid specifications and final
preparation of copy and layout. Distribution of printed copies is the responsibility of the initiating department, division
or staff element.

E. Production Turnaround. Normally 4 to 6 weeks are required to produce most publications. During peak
periods, and for complex publications, the Director, Publications Branch may stipulate a longer period of time.

F. Publications Priority Svstem. Because of increasing demands for printed materials and higher printing costs, a
priority system has been established for publications.

l. Top priority is given to all Naval Academy publications essential to the academic program, administration,
and mission of the Academy, referred to the Publications Branch by the Superintendent’s Office.

2. Second priority is given to time-sensitive events pertaining to the academic program and time-dated
programs presented to a wide audience in the Naval Academy community, referred to the Publications Branch by the
Public Affairs Officer.

3. Third priority is given to midshipmen recruiting publications.

4. Fourth priority is given to printed material generated by midshipmen and extracurricular activities such as
clubs and club sports.

5. Fifth priority includes publications that provide general information about specific academic divisions or
departments.

G. Specific Advertising Policies

1. Occasionally, advertising dollars are allocated for marketing the Academy in a variety of publications and
recruitment materials. The following guidelines are germane for special programs and events at the Academy, as well as
admissions publications. These guidelines apply to appropriated and nonappropriated funds. All advertising must be
approved in advance if paid for from funds administered by the Naval Academy or if such advertising specifically
mentions the Naval Academy or any of its offices. As a general rule, academic or administrative units of the Naval
Academy do not purchase advertising in newspapers or magazines, on radio, television or cable vision, in the “Yellow
Pages,” on billboards or with any other non-USNA media. However, if special circumstances make the purchase of such
advertising necessary, the writing, editing, and design must be approved by the Public Affairs Office Publications
Branch prior to purchase or placement.

2. The complete name of the United States Naval Academy must appear in all printed advertising. The
academy’s logo or seal is optional in all advertising.

H. Specific Policies for Other Presentations (Slide Shows. ete.). Any presentations, such as slide shows, movies,
or videotapes intended for prospective midshipmen or for external audiences must be coordinated with the Public Affairs
Office before production commences to conform with Naval Academy and Department of Defense regulations.
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I. Prompt Review and Response. The Naval Academy Public Affairs Office will ensure that proposed
publications, advertising, and other promotional presentations are reviewed promptly; that any assistance to be provided
by the Publications Branch is scheduled at the earliest possible time; and a clear indication of production and delivery
dates is provided in advance. Text for all advertisements and publications for internal and external use should be sent to
the Publications Branch as soon as such materials are ready for review.

J. Color Standardization. All personnel will review printing/production contracts to ensure the following color
specifications are provided (unless directives from higher authority specify otherwise). When printing blue, the Pantone
Matching System 281 or 288 should be used. When printing gold, the Pantone Matching System 872 should be used for
metallic gold, or for a yellow gold PMS 109 should be used.
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