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PRINTING REQUISITIONS 

I.
PURPOSE:


To provide direction on requesting print jobs from the Office of Administration-State Printing Center.
II.
SCOPE:


Department-wide.

III.
POLICY:


All department business-printing needs are coordinated through the Division of Administration-Bureau of General Services (BGS) to expedite the process, minimizes costs, reduce interruptions to work processes, and assure adequate and available supplies for the workplace.

IV.
PROCEDURES:

A. All new or revised literature (brochures, newsletters, pamphlets, annual reports, etc.) must

be sent to the Office of Public Information (OPI) for written approval prior to submitting a printing requisition to BGS.

B. The appropriate division director (or designee) must authorize all printing requisitions, including “priority” requisitions.

C. Requests for printing, typesetting and layout of all forms, literature, business cards, posters and other printed materials must be submitted on four part (NCR) to BGS on a Printing Requisition (Form MO 300-0298E), located on the intranet under the General Services/Warehouse link at http://dhssnet/appsforms/.  Reference Attachment A of this policy for detailed instructions on how to complete the Printing Requisition form.  
1. The new or revised information must be attached to the completed requisition to show how the finished product should look.  If requesting plain paper that is not available from the department warehouse, submit a printing requisition with appropriate samples attached to BGS.

2. If the source of the printed information is from an outside organization, such as a foundation or federal agency, the program must obtain authorization from the organization to reprint the literature with the department logo and submit that authorization with the print requisition.

3. BGS will review the requisition for completeness and authorization, and assign a requisition number.  Requisitions not authorized by the appropriate division director (or designee) and/or the Public Information Officer (when required), are returned to the unit.  If program staff do not insert the State Printing customer code, BGS will insert the proper code from Attachment B.  New customer codes are authorized by division fiscal liaisons and are sent to BGS for processing.  

4. The printing requisition is forwarded by BGS to State Printing for completion.  If typesetting is required, a proof is sent to the program for thorough review.  Make changes as needed, sign and date as required, and return it to BGS for processing.  This is required before printing begins.
5. State Printing handles the complete printing process.  The material is delivered to the designated location upon completion.

NOTE:
State Printing may notify the unit to pick up the order when the job is an approved “priority” order. 

6. Questions concerning status of requisitions or information on printing costs, materials or procedures shall be directed to BGS at (573) 751-6035.

7. ENVELOPES – Custom printed envelopes are obtained from Missouri Vocational Enterprises (MVE).  To place an order with MVE, reference Procurement Policy 1.1A – Policy Requirements and Procedures Manual – Page 26 – item #9 at http://dhssnet/policiesprocedures/procurement.php.
D. REPRINTED MATERIAL

1. The department warehouse notifies the responsible program when the supply of material stored at the warehouse is low.  (Reference Administrative Policy 21.7 - Warehouse Operations Procedures.)
2. The program completes the printing requisition following the procedures noted in paragraph IV.C above to request reprints of the material.

E. DEFINITIONS:  For purposes of this policy, the following definitions apply:

1. PRINTING – Material to be printed by the Office of Administration (OA) State Printing Center or its contracting vendor.

2. LITERATURE – Pamphlets, booklets, newsletters, fact sheets, etc., intended for distribution to the general public, the media, health professionals, committees, commissions, boards, advisory groups, volunteer agencies, associations, etc.
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