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 and other students they so designate.  The codes do not change from year-to-year unless requested.

* 3) Student organizations not having completed the registration process with the Student Activities Office and/or without a Copier-Printer Access Code will be limited to 100 copies/prints total.

* 4) Each student organization with a Copier-Printer Access Code is allotted at least 5000 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 be appealed.

Note: A double-sided copy/print is counted as two (2) copies/prints; each color print is counted as twenty-five (25) black and white ones regardless of the paper size used.


“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.

* 6) Copier/printer usage will be actively monitored.

* 7) When these limits are exceeded copying and printing will be prohibited further and only will be permitted to continue under an appeal process as judged on a case-by-case basis.  Appeals may be submitted prior to the limits being reached and is recommended if a student organization has a large event planned.  A student organization may appeal once per academic quarter.
* 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 except through appeal.

* 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@u.washington.edu>.  We only provide and make available Copier-Printer Access Codes to: 

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

b) Other student representatives of the student organization so designated by these officers and verified in writing or 

c) Individuals who email from the student organization’s official U.W. email account posted in the student organization directory. 

 We reserve 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.

* 3) We only permit 100 total copies/prints to be made by student organizations not having completed the registration process with the Student Activities Office and/or who have not yet been assigned a Copier-Printer Access Code; however, they must consult a Resource Center staffer for assistance to do so. 

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.   

* 4) Each student organization with a Copier-Printer Access Code is allotted at least 5000 copies/prints per academic year (i.e., September 1st through August 31st so that the yearly totals reset to zero after August 31st): however, see #7 below about the appeal process when the yearly limits are reached.  Note: A double-sided copy/print is counted as two (2) copies/prints; each color print is counted as twenty-five (25) black and white ones 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.

* 5) 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 color printer, we also provide 24” wide paper in white.  If a student organization wishes other paper they must supply it; however, its usage will not offset the yearly limits.

* 6) 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@u.washington.edu>.  

* 7) When these yearly limits are exceeded copying and printing will be prohibited further through a student organization’s Copier-Printer Access Code being locked out and copying and printing only will be permitted to continue under an appeal process.  Appeals may be submitted prior to the limits being reached and is recommended if a student organization has a large event planned.  A student organization may appeal once per academic quarter.  Appeals for exceptions to these limits will be judged on a case-by-case basis through addressing the following criteria: 

a) number and/or size of activities or events sponsored by the student organization especially those done on-campus (i.e., those done already and those planned for the remainder of the academic year through August), 

b) effectiveness of use of Center resources related to the mission of your student organization, 

c) estimate of number of copies/prints (broken down into black and white versus color) anticipated for the remainder of the academic year through August; addressing how and what they will be used for both on- and off-campus, 

d) defense and justification as to why more copying/printing should be permitted; in particular, mention the impact on the student organization of losing access to do so, 

e) indicate other alternative sources available to the student organization to permit copying/printing (e.g., campus, departmental and other funding sources) as well as the ease or difficulty of obtaining such other resources and 

f) any further relevant points that a student organization thinks should be considered.  

Appeals must be made in writing to <source@u.washington.edu> for consideration by Resource Center staff.  A decision will be reached by the Center staff and communicated via email no later than one week’s time from the point that the Center receives all the necessary appeal information from the student organization.  

Student organizations that exceed the yearly limits (either with or without a pending appeal having already been submitted to the Center) will have their Copier-Printer Access Code summarily locked out with no advance warning, though they will be contacted after the fact.

* 8) 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.

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

If there are questions or comments pertaining to this copier/printer policy, then please email the Resource Center at <source@u.washington.edu>.

