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40.8   Photocopier Program
40.8.1   Introduction.  This section provides the policies and procedures for TIGTA’s photocopier program.  The Office of Management Services administers the Photocopier Program.

40.8.2   Acronyms. 
PPMO – Personal Property Management Officer

TCPC – TIGTA Copier Program Coordinator

FCC – Functional Copier Contact 

CPM – Copies per Minute

40.8.3   Photocopier Types & Distribution.   TIGTA utilizes the following types of photocopiers based on the number of employees assigned to the office:

	Copier Type

Number of Employees in Office
	Desk Top

Up to 3 
	Low Volume

4 to 7
	Mid Volume

8 to 15
	High Volume 

15 to 100 

	Multi-copy speed
	15 CPM (letter)

13 CPM (legal)
	21 CPM (letter)

13 CPM (legal)
	50 CPM (letter)

34 CPM (legal)
	120 CPM (letter & legal)

	Automatic document feeder
	13 originals per minute
	50 originals per minute
	100 originals per minute
	100 originals per minute

	Magnification
	N/A
	Yes
	Yes
	Yes

	Warm up time
	0 seconds
	90 seconds
	5 minutes
	7 minutes

	Multiple copies
	1 to 100
	1 to 99
	1 to 999
	1 to 9,999


The above specifications are approximate; the specifications of individual photocopiers may vary slightly from these standards due to market availability and differences among manufacturers.  

All copiers will be black and white only; requests for color copiers regardless of the number of employees assigned to an office must be forwarded to the Assistant Director, Financial Management, for consideration and approval.

In determining office size, the number of employees includes all employees assigned to an office, including those employees who telecommute or telework regardless of their participation level.  In field offices containing more than one function (i.e., Audit, Investigations, and/or Information Technology), the number of employees will include all employees regardless of function to the extent possible.  For example, unless a physical barrier blocks access from one functional area to another functional area, one photocopier will serve that office.  The size of this photocopier will be determined by the total number of employees assigned to that office.  If not feasible, the number of employees per function will determine the size of the office and therefore the size of the photocopier.

40.8.4   Responsibilities.     

TCPC:

· Researching photocopier market and purchasing all photocopiers.
· Notifying affected FCC’s of new or replacement purchases.
· Providing the FCC’s with barcodes to place on new photocopiers.
· Renewing all maintenance contracts for field offices.

· Maintaining copier records in TIGTA’s automated inventory system except disposals.

· Soliciting an annual copier inventory certification from the FCC’s and reconciling against TIGTA’s automated inventory system.

· Providing assistance in moves of any photocopier. 
· Processing receipt and acceptance for all photocopier invoices. 

· Headquarters Only: Upon e-mail notification of a photocopier needing service, arranging the service call and confirming the arrival of a technician with the affected function.  

· Tracking Headquarters maintenance expenditures.

Special Agents-in-Charge and Audit Directors:

· Appointing FCC’s; SAC’s and Directors may appoint one FCC for an entire division or appoint separate FCC’s for each office within their respective divisions.  In offices with multiple functions that share common copiers, the applicable SAC/Director will identify which employee located in that office will serve as the FCC for that office.

FCC’s:

· Monitoring machine performance and calling in repairs to specified vendor on all contract maintenance photocopiers.  Headquarters Only:  reporting photocopiers in need of service to the TCPC via e-mail stating the problem, model, manufacturer, serial number, and room number.

· Notifying the TCPC of any photocopier needing to be moved. 

· Providing an annual inventory certification of photocopiers within posts-of-duty.

· Purchasing and installing supplies such as paper, toner, developer, and/or staples.  

· Preparing necessary forms to initiate copier disposal.

All TIGTA employees are responsible for treating photocopiers as TIGTA personal property in accordance with Chapter 500-140.2.

40.8.5   Photocopier Replacement Program.   All photocopiers will be replaced based on each machine’s life expectancy and repair record.  Life expectancy is a function of age and copy counts as recommended by the vendor.  The TCPC will conduct an annual call to all FCC’s requesting information on copier service and requests for new copiers; this call will coincide with the budget formulation process for each fiscal year.

The FCC’s must report broken photocopiers to the TCPC as soon as possible.  The FCC should forward all service reports associated with the photocopier to the TCPC who will determine the feasibility of repairing the photocopier or determining if the purchase of a new photocopier is warranted.  The information indicating the necessity to purchase a replacement will be reviewed and approved by the Assistant Director, Financial Management.  If funding is available within that fiscal year, the machine will be ordered upon approval.  However, if funding is not available, it will be requested as part of the mid-year review or subsequent fiscal year budget formulation. 

To facilitate requests for copiers, a New Copier Request form has been added to the Word/File/New/Mgmt Services Forms templates.  Requests for new copiers must be submitted using this form.

When it is time to replace a copier, an available surplus copier in good condition will be sent to the office in need.  A new photocopier will be purchased if there are no such surplus photocopiers.  The TCPC will initiate the procurement action to purchase the copier subject to the availability of funds.  Once the requisition has been forwarded for approval, the TCPC will notify the FCC via e-mail.  Once the procurement has been awarded, the TCPC will notify the FCC to begin a prompt disposal process as described in Section 40.8.10.

40.8.6   Photocopiers for Space Projects.  The Real Estate Analyst assigned to the creation of a new post-of-duty will ensure that the TCPC is notified when the project is approved so that a copier can be timely funded.  The Real Estate Analyst will provide a Request for Procurement Form and forward it to the TCPC to initiate a purchase for the new post-of–duty.  Once the machine has been ordered, all correspondence pertaining to the purchase will be sent to the Real Estate Analyst.  It is the responsibility of the Real Estate Analyst to make sure all delivery documentation is provided to the TCPC once the machine has arrived.

40.8.7   Budget.  Management Services is responsible for the budget submission for all new and replacement copiers each year using the inventory database and any other outstanding requests.  Functions should ensure that copier requests are timely forwarded to the TCPC to be included in a budget request.

40.8.8   Moving Photocopiers.  The TCPC will work with the FCC on any photocopiers that need to be moved.  Photocopiers that are scheduled to be moved due to the re-location of an office will be handled by the TCPC and the Real Estate Analyst assigned to that project.  Under no circumstances should TIGTA employees move photocopiers on their own. 

40.8.9   Receipt of New or Used Photocopiers.  Upon receipt of a new or used photocopier, the FCC is to notify the TCPC via fax with packing/shipping documentation including the serial number, manufacturer, and model number.  The TCPC will then send a TIGTA barcode to be placed on the photocopier. 

40.8.10   Disposal of Photocopiers.  The TCPC makes the decision to replace a photocopier in a designated office.  Once notified by the TCPC, the FCC will begin the disposal process by completing and submitting Form SF-120 to the PPMO in accordance with Chapter (500)-140.8, Excessing and Surplusing Personal Property.  

Photocopiers that have been designated for disposal will remain in their current location and in the inventory until the copier is either transferred to another agency or sold by GSA.  Once this information has been received from GSA, the PPMO will enter the sale or transfer information into the inventory system and notify the TCPC who will coordinate the disposal of the copier and notify the FCC of the disposal details.

40.8.11   Maintenance Agreements.  Maintenance agreements (M/A’s) will be renewed each year by the TCPC.  All agreements will be entered into the procurement system on or before August 30th for the next fiscal year.  The TCPC will notify the FCC of any contract changes.  M/A’s will be not purchased for Desk Top copiers nor entered into until after the manufacturer’s warranty expires on larger copiers.
40.8.12   Inventory Reconciliation.  On or about January 1st of every year, the FCC’s will receive an inventory listing from the TCPC.  The FCC and the appropriate manager will certify that the inventory list is correct and that no other copiers are located in the FCC’s office and if need be, make the necessary changes.  The FCC will then initial the review and forward the information back to the TCPC within 10 business days of receipt.  The TCPC will reconcile the certified inventory list with the TIGTA Automated Inventory System.  Any missing property must be reported to the appropriate function head in accordance with Chapter (500)-140.9.

40.8.13   Limitations on What May be Copied.  Multiple copies of material protected by United States copyright laws cannot legally be reproduced by express, written consent of the copyright owner.  Users of copy equipment are responsible for complying with copyright restrictions.

In addition, multiple reproduction of standard forms available through websites or supply orders should be minimized, and if possible, completely avoided.
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