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PURPOSE: 

 
To define the process for usage of both the black & white and color copy machines located in the Copy 
Room. 
  
POLICY: 
 
The master black & white copy machine, located in the Copy Room, is designed to be used for large 
volumes of copies, and has the capability to collate, make two sided copies, and staple.   
 
The color copy machine is designed for use for small amounts of color copies.  For 100 or more copies of 
a document Materials Management recommends the use of an outside vendor, or that the document be 
printed in black & white. The color copy machine should be utilized by Materials Management Personnel 
only. 
 
PROCEDURE: 
 

The Copy Room is open as follows: 
 Monday – Thursday   - 8:00 AM – 5:00 PM 
 Friday    - 8:00 AM – 3:00 PM 

 
 


