COPIER-PRINTER USAGE POLICY

The Basics
* 1) The copier and the printers are for student organization use only.  Do not copy/print non-group related items (e.g., school work).

* 2) Each student organization needs a Copier-Printer Access Code to copy/print items.  We only provide these codes to student organization officers.  The codes do not change from year-to-year unless requested.

* 3) Student organizations must complete the registration process with the Student Activities Office before a Copier-Printer Access Code will be assigned.

* 4) Each student organization with a Copier-Printer Access Code is allotted   5,000 copies/prints per academic year (i.e., September 1st through August 31st so that the yearly totals reset to zero after August 31st).  Though the yearly limit may not  be  appealed.

Note: A double-sided copy/print is counted as two (2) copies/prints; each color print is counted as ten (10) black and white ones regardless of the paper size used.
The large format posters will be counted as 15 prints per linear foot.
“Unused” copying and printing amounts do not accumulate from one academic year to the next.

* 5) We provide only certain sizes and types of paper; otherwise a student organization must supply it, though it will not offset the yearly limits. Resource Center does not allow stickers or any adhesive backed stock to be used in printers or copiers for maintenance reasons.
* 6) Copier/printer usage will be actively monitored.

* 7) When these limits are exceeded copying and printing for the RSO will be prohibited. 
* 8) Student organizations must officially register their group with the Student Activities Office each year during the Autumn Quarter otherwise their Copier-Printer Access Code will be restricted and its usage thus prevented until the group is registered.

* 9) This copier/printer policy may be modified, with due notification given, if it is deemed necessary or worthwhile.

The Specifics

This copier/printer policy establishes yearly copy/print limits for student organizations.  Beyond these limits copying and printing will be prohibited .

* 1) The copier (black and white) and the printers (a black and white one plus a color one) are intended solely for student organizations to use for student organization work.  They are not to be used to copy/print non-group related items (e.g., school work).

* 2) Each student organization must be assigned a Copier-Printer Access Code to copy/print items.  To do so, contact the Resource Center at <source@uw.edu>.  We only provide and make available Copier-Printer Access Codes to: 

 Officers listed in the Student Activities Office student organization directory at http://depts.washington.edu/sao/rso_search/php 

Resource Center reserves the right based on a case-by-case basis to use an established group’s Copier-Printer Access Code to assist the group’s non-officer members (i.e., who do not know or have forgotten the access code) to copy/print identifiable group items; however, we will not give them the access code itself.  

The Copier-Printer Access Codes themselves do not change from year-to-year unless the Center is informed by the student organization to make such an alteration and under such circumstances the same conditions apply as those for setting up an access code mentioned above.

We reserve the right based on a case-by-case basis to make determinations as to the merits of groups being allowed to copy/print under these circumstances.   

* 3) Each student organization with a Copier-Printer Access Code is allotted at 5,000 copies/prints per academic year (i.e., September 1st through August 31st so that the yearly totals reset to zero after August 31st each color print is counted as ten (10). Black and white ones (1)  regardless  of the paper size used, so be judicious with color printing.  “Unused” copying and printing amounts do not accumulate from one academic year to the next.

* 4) We provide letter (8.5” x 11”), legal (8.5” x 14”) and tabloid (11” x 17”) sized white paper in addition to letter sized paper in a number of colors.  For the large format printer, we also provide 24” wide paper in white.  If a student organization wishes other paper they must supply it. Resource Center staff will approve paper stock prior to printing/copying, its usage will not offset the yearly limits.

* 5) We will be tracking student organization copier/printer usage on a continual basis as well as doing our best to inform organizations if they are approaching the yearly limits.  You may request a copier/printer usage reading from us as well by emailing <source@uw.edu>.  

* 6) Each student organization must officially register itself annually during each Autumn Quarter with the Student Activities Office in order for their Copier-Printer Access Code to remain active (see their web site http://depts.washington.edu/sao/rso_register.php for details about the procedure to do so; in particular, someone from the student organization needs to attend one of the orientation meetings listed at http://depts.washington.edu/sao/reg_orient.php).  Otherwise, the student organization’s Copier-Printer Access Code will be locked out by late Autumn Quarter and usage access will be lost until registration is completed.

* 7) This copier/printer policy may be modified, with due notification given, if it is deemed necessary or worthwhile.

Updated 12/6/2012

