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FOREWORD 

This order assigns primary responsibilities to ensure compliance and 
ion of the Government Printing and Binding Regulations promulgated 

by the Joint Committee on Printing (JCP), and implements and transmits as 
Appendix 1, Order DOT 1360.5, Policy and Procedures for Printing, Duplicating 
and Copying. Other requirements, such as 0MB Circular A-3 (Government 
Periodicals), are also taken into consideration in the exercise of their 
authority under Title 44 of the U.S. Code. 

BROOKS C. GOLDMAN 
Director of Management Systems 

Page i (and ii) 
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CHAPTER 1. INTRODUCTION 

1. PURPOSE. This order provides standards and procedures for printing, 
duplicating and copying throughout the Federal Aviation Administration. 
It also implements and transmits Order DOT 1360.5, Policy and Procedures 
for Printing, Duplicating, and Copying. 

2. DISTRIBUTION. This order is distributed to division level in Washington 
regions, and centers. 

3. CANCELLATIONS. The following orders are canceled: 

a. AD 1720.1, Covers, Binders, and Art Work for Printed Material 

b. 1720.3A, Revising and Reprinting External Publications 

- . 
c. MS 1720.10, Approval for Printing Periodicals 

d. 1720.13, Printing, Duplicating and Distribution Services 

e. 1720.15, Printing, Binding, Distribution and Editorial Services 
Request, DOT F 1700-3 

f. 1720.20, Standards for Reproduction Equipment at FAA Field Offices 
and Facilities 

g. 1720.21B, Federal Printing Program 

h. 1720.25, Heat-Shrink Packaging Process 

i. 1720.27, Priority System for Printing and Dissemination of Time 
Critical Aviation Safety Related Material 

j. 1720.31, Printing and Reproduction - Program to Reduce Volume 
and Costs 

k. 1720.32, Inclusion of Printing or Graphics Requirements in Procurement 
Requests or Contracts for Equipment or Services 

1. 1720.34, Photocopying of Copyrighted Materials 

Chap l 
Par 1 Page 1 
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4. BACKGROUND. Printing is a costly commodity, subject to rigid controls 
and continue scrutiny from the Congress, the Office of Management 
and Budget, the General Accounting Office, and the Government Printing 
Office. The cost of printing is unnecessarily increased whenever there are 
author's alterations in proofs, or failure to take advantage of production 
economies such as good planning, editing, and fonnatting. To eliminate 
a substantial amount of unessential printing and excessive costs, the 
Joint Committee on Printing requires that printing and binding for 
general use be standardized, and urges that heads of departments and 
agencies "maintain under their direct supervision a central service 
with responsibility for the conduct of a coordinated program controlling 
the development of materials to be printed or duplicated, the procurement 
of printing, and the production and distribution of printed or duplic~ted 
matter." 

5. REPqRTS. Printing Managers of al~ regions and centers of FAA sha_ll 
serve as liaison with AMS-110, Publishing and Graphics Management Branch, 
and are responsible for submitting the appropriate Joint Committee on 
Printing reporting forms within 30 days after March 31 and September 30 
each year. These forms are made part of an all encompassing report to the 
Department and the Congressional Joint Committee on Printing. They are 
also the source documents for the analysis of the agency printing program. 
Users of this directive shall refer to Chapter IV of appendix 1 for reporting 
all printing, duplicating and copying activity. All pertinent reporting in 
FAA shall be sent to the Chief, Systems Support Division, AMS-100. 

a. JCP Form No. 1, Printing Plant Report, 4 copies (RIS: MS 1720-3) 

b. JCP Form No. 2, Commercial Printing Report, 3 copies (RIS: MS 1720-10) 

c. JCP Form No. 3, Acquisition of Power Operated Collators For Use in 
Facilities Other than Printing Plants, 3 copies (RIS: MS 1720-12) 

d. JCP Form No. 5, Annual Plant Inventories, 3 copies (RIS: MS 1720-5) 

e. JCP Form No. 6, Stored Equipment, 3 copies (RIS: MS 1720-6) 

f. JCP Form No. 7' Excess Equipment Disposal, 3 copies (RIS: MS 1720-11) 

g. Duplicating and Copying Equipment Inventory Report, 2 copies (RIS: 
MS 1720-13) 

6.-19 RESERVED. 

Chap l 
Page') (thru l) Par 4 
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CHAPTER 2. REGULATIONS 

20. LIAISON WITH OTHER GOVERNMENT AGENCIES. When any matter pertaining to 
printing, binding, and the distribution of printed material requires 
referral to OST, the Joint Committee on Printing, departmental components of 
the Government Printing Office, or of other Government agencies, such 
referral shall be effected by and through the Systems Support Division, 
Office of Management Systems, AMS-100. 

21. PURCHASE, RENTAL, EXCHANGE, OR TRANSFER OF EQUIPMENT. 

a. The Chief, Systems Support Division, or designee, shall approve 
or disapprove all transactions involving the acquisition, transfer, or 
disposal of all printing equipment ~Nherever located. 

b. The Chief, Systems Support Division, or designee, shall approve or 
disapprove all transactions involving the acquisition, transfer, or disposal 
of all duplicating and copy-processing equipment in the Washington 
headquarters, including the Metropolitan Washington Airports. 

c. Directors of regions and centers, or their designees, shall 
approve or disapprove all transactions involving spirit and stencil dupli
cators, and copiers for use within their respective areas of jurisdiction 
but not within an authorized printing plant. 

22.-29. RESERVED. 

Chap 2 
Par 20 Page 5 (and 6) 
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SUBJECT: POLICIES AND PROCEDURES GOVERNING DEPARTMENT OF TRANSPORTATION 
PRINTING, DUPLICATING AND COPYING 

1. PURPOSE. This order prescribes policy, 
standards and procedures for publishing activities 
including editing, printing, duplicating, copying, 
binding, and distribution. It also assigns primary 
responsibities to ensure compliance and implemen
tation of the Government Printing and Binding 
Regulations promulgated by the Joint Committee 
on Printing (JCP). Other requirements, such as 
0MB Circular A3 (Government Periodicals), are 
also taken into consideration in the exercise of its 
authority under Title 44 of the C.S. Code. 

2. CANCELLATION. 
a. DOT 1360.2A, DECENTRALIZED PRINT

ING, of 3-22-73. 
b. DOT 1360.3A, PUBLISHING AND PRINT

ING-POLICY AND PRIMARY RESPON
SIBILITIES, of 3-27-73. 

3. REFERENCES. 
a. DOT 1360.lA, Identification of Printed and 

Typed Materials and Visual Aids, of 7-31-72, 
which prescribes standards for identifying all 
material developed within the Department of 
Transportation (DOT) for dissemination or display 
to, and use by, the public or Department elements. 

b. Government Printing and Binding Regula
tions, which is published by the Joint Committee on 
Printing, Congress of the United States. 

c. DOT 1700.18b, Acquisition, Publication and 
Dissemination of DOT Scientific and Technical 
Reports, of 3-8-76, which establishes Department 
of Transportation (DOT) policy for the acquisition; 
publishing format and dissemination of scientific 
and technical reports. 

FOR THE SECRETARY OF TRANSPORTATION: 

d. DOT 1210.5, DOT Public Affairs Manage
ment Manual, of 2-6-74, which establishes policy 
and operational authority for the preparation, 
review and release of all materials intended to 
convey Department of Transportation of 
Transportation (DOT) information to the public. 

e. Office of Management and Budget (0MB) 
Circular No. A-3, Revised, of 5-18-72, Subject: 
"Government Periodicals," which prescribes the 
policy and procedures for using appropriate funds 
available for printing. 

4. POLICY. The policy of the Department is to: 
a. Publish such materials as necessary to comply 

with Section 4(a) of the DOT Act or other 
legislative or regulatory requirements. 

b. Ensure that all printing and duplicating pro
duced by or for the Department shall be devoted to 
the work which the Department is authorized by 
law to undertake, and that it does not contain mat
ter which is unnecessary in the transaction of the 
public business or matter relating to work which 
any other branch of the government service is 
authorized to perform. 

c. Ensure that publications present their matter 
clearly to the intended user and are planned and 
produced against standards of strict economy. 

d. Plan for and make distributions against 
essential requirements only and, to the maximum 
extent practicable, make public issuances available 
on a sales basis through the Superintendent of 
Documents or the National Technical Information 
Service (NTIS). 

Edward W. Scott, Jr. 
Assistant Secretary for 
Administration 

___.. .....~--------------------------"·---..---·~ 
IHSTlU.E. TION: ,\ll S,.. , r,,,1-ariai Offices. All Opl•rating Elemenb, OP!: Office of Admi;·,i~tr:i~ir,n Up,,rations 
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Chapter I 

GENERAL 
1. BACKGROUND. 

a. Publishing-A Departmental Obligation. 
Section 4(a) of the DOT Act provides that the 
Secretary shall "promote and undertake develop
ment, collection and disseminat-ion of 
technological, statistical, economic and other infor
mation relevant to domestic and international 
transportation." The primary means for per
formance of the dissemination phase of this func
tion is publishing. 

b. Printing Cost. Printing is a costly com
modity, subject to rigid controls and continued 
scrutiny by the Congress, the Office of Manage
ment and Budget, the General Accounting Office, 
and the Government Printing Office. The cost of 
printing is unnecessarily increased whenever there 
is a lack of planning, inadequate editing, elaborate 
format, author's alterations in proofs or failure to 
take advantage of production economies. 

c. Management of the Printing Program. In its 
regulations, the Joint Committee on Pri11ting: 

(1) directs the heads of departments to super
vise a central printing and publications manage
ment organization. This organization will conduct 
a coordinated program which controls the develop
ment of material to be produced, procured, or 
distributed through the utilization of conventional 
printing and binding methods or through the 
utilization of multiple copy microform methods, 
and 

(2) directs that the central printing and 
publication management organization maintain 
equal responsibility and control of duplicating 
equipment and automatic copy processing or 
copier-duplicating machines. 

2. DEF,INITIONS OF TERMS. For purposes of 
this Order the following definitions apply: 

a. Printing Management Organizations are 
those organizational entities authorized to provide 
printing and distribution services. These include 
the OST Publishing and Graphics Division, Office 

of Administrative Operations, in the Washington 
Headquarters and authorized printing plants in the 
field. The term does not encompass units 
authorized to produce duplicating. 

b. Printing means the processes of composition, 
platemaking, presswork, binding and microform; 
the equipment used in such processes and the end 

, items produced by such processes and equipment. 

(1) De'J)artmental Printing means all "print
ing" which is for the use of Washington 
Headquarters or for the general use in an 
Administration regardless of the place of origin of 
such work. 

(2) Field Printing means all "printing," 
produced primarily for use in the geographical 
area of its origin other than the Washington 
Headquarters. 

(3) Contract Field Printing means all "field 
printing" procured from commercial sources. 

c. Authorized Printing Plant is an organiza
tional entity for which approval has been granted 
by the Joint Committee on Printing of the 
Congress of the United States, to perform depart
mental and/or field printing. (The printing plant 
located in the Washington Headquarters is 
authorized to perform both departmental and field 
printing). All other printing plants in the operating 
administrations are authorized to perform field 
printing only, unless a specific exception has been 
authorized by the Joint Committee on Printing. 

d. Camera Copy is any image to be photo
graphed for subsequent reproduction by printing 
or duplicating processes. 

e. Composition includes typesetting or the 
preparation of final copy by any method used as a 
substitute for typesetting when it is procured 
commercially or produced in an authorized 
printing plant and is to be used in the production of 
printing. 



Page I-2 
8129/79 

f. Copy-processing (photocopying) is the pro
dudion of material by diazo, electrostatic, heat and 
similar processes in the likeness of the original 
document using machines including, but not 
limited to: Ozalid, Apt•co, Xerox, Thermofax, ete. 
(no endorsement intended or implied). 

g. Distribution encompasses the development 
of a plan for the dissemination of printed and 
duplicated matter based on determination of 
requirements in terms of quantities and recipients 
and the subsequent effective execution of that 
plan, including provisions for initial distribution as 
well as back-up stock. 

h. Duplicating means all work produced outside 
an authorized printing plant, by off set, spirit, or 
stencil processes on equipment not larger than 
llxl7 inches and which have a maximum image of 
l0-3/4xl4-l/4 inches. Provided that: no v-:ork is 
produced that exceeds 5,000 production units of 
any one page or 25,000 production units in the ag
gregate of multiple pages. 

i. House Organ is any periodical in which the 
major portion of the contents consists of news 
items and articles concerning the activities of the 
Department and is intended primarily for use 
within the Department. 

j. Joint Committee on Printing is a committee 
established by Title 44 of the U.S. Code and is com
prised of members of the Senate and House of 
Representatives of the U.S. Congress. The Com
mittee is empowered to issue regulations govern
ing printing, binding, and distribution in the 
Federal Government. Paragraph 103 of Title 44 
U.S. Code reflects the remedial powers of the Joint 
Committee on Printing: "The Joint Committee 
may use any measure it considers necessary to 
remedy neglect, delay, duplication, or waste in the 
public printing and binding and the distribution of 
Gm·ernment publications." 

DOT 1:360.5 

k. Mailing List is a file containing the names 
and addresses of individuals, organizati()lJS, 
foreign and local governments, etc.. to whnm 
printed and duplicated matter is sent on a t(>•.:1,r 

rmg basis. 

I. Manuscript Copy is a typewritten documer,t 
submitted to a printing organization 
for review, editing or composition. 

m. Microform means any product produced in 
miniaturized image format, but not including 
microfilming of administrative records, accounting 
reports or similar items. 

n. Microform Duplicating means the produc
tion of not more than 250 duplicates from original 
microform. 

o. Microform Production Unit means one roll 
of microfilm 100 feet in length or one microfiche. 

p. Periodical is any publication-issued twice or 
more in any 12-month period with a continuing 
policy as to format, specification, content and 
purpose. 

q. Production Unit means one sheet, size 
81/2 x 11 (215x280mm), printed one side, one color. 
Each additional color counts as an additional pro
duction unit. 

r. Publication. The term publication means 
information matter generated by or for the 
Department of Transportation which is published 
as an individual document and which is stocked to 
be available upon request for all requestors, 
including the public reports which meet this 
criteria are considered publications. 

s. Signature is a printed sheet containing a 
multiple number of pages in increments of four, 
folded as one unit and forming a section of a book 
or pamphlet, e.g. 4, 8, 12, 16, etc. 
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Chapter II 

PRIMARY RESPONSIBILITIES 

l. THE ORIGINATING ORGANIZATION, in 
conforming with publishing and printing policy, is 
responsible for: 

a. the propriety and accuracy of matter to be 
printed, micropublished or duplicated; 

b. determining the necessity for printing, 
micropublishing, duplicating, and distribution; 

c. assuring that published material conforms 
with approved programs and policy; 

d. coordinating and clearing substantive content 
with other interested offices and agencies as 
appropriate. 

e. ensuring compliance with external 
requirements such as Government Printing and 
Binding Regulations and 0MB Circular No. A-3, 
and internal requirements such as applicable 
Departmental directives; and 

f. ensuring that all requirements for controlled 
publishing and printing services are obtained 
through designated Department channels. 

2. THE OST OFFICE OF PUBLIC AFFAIRS, is 
responsible for the preparation, review, and 
release of all materials intended to convey Depart
ment of Transportation (DOT) information to the 
public. 

3. THE OST OFFICE OF ADMINISTRATIVE 
OPERATION, acting on publishing and printing 
matters for the Assistant Secretary for 
Administration, is responsible for: 

a. providing central printing and publications 
management services for the Department as 
required by and described in the Government 
Printing and Binding Regulations; 

b. developing policy, regulations, and standards 
for the management of the Department's printing, 
micropublishing, duplicating, copying and dis
tribution programs; 

c. ensuring that external requirements, in such 
documents as the Government Printing and 
Binding Regulations and 0MB Circular No. A-3, 
are adhered to throughout the Department; 

d. conducting all liaison with the Joint Com
mittee on Printing, and all staff liaison with the 
Government Printing Office, the Office of Manage
ment and Budget, the General Servke.s 
Administration and other government agencies 
and nongovernment organizations on all printing 
and micropublishing matters; 

e. representing the Department on boards and 
committees and before other branches of the 
Government or nongovernment organizations con
cerned with publishing and printing matters; 

f. providing all printing, micropublishing, 
duplicating, copying, and distribution services, and 
such review and editing services for publications as 
are required to ensure appropriate clearance and 
coordination, compliance with policies and stand
ards and creditable publications; 

g. ensuring that services are provided in 
compliance with applicable publications; 

h. providing technical advice and assistance to 
origination offices; and 

i. issuing supplementary standards, procedures 
and guidelines as necessary to implement relenant 
Departmental policies, regulations and standards. 

4. THE OPERATING ADMINISTRATIONS are 
responsible for the functions indicated in 
paragraphs 3f through 3i above, in providing 
publishing and printing services in the field. 

5. DECENTRALIZED PRINTING, DUPLI
CATING AND COPYING. 

a. Designation of Central Printing and 
Publications Management Organization. 
Paragraph 6 of the JCP Regulations (Edition No. 
24) requires that the head of each department 
determine where printing is to be requisitioned 
through a central printing and publications 
management organization. In the Department of 
Transportation the central printing and publica
tions management organization is the OST 
Publishing and Graphics Division, Office of 
Administrative Operations. 
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b. Policies for Production and Procurement of 
Printing and Duplicating. 

(1) In-house Production. Printing or 
duplicating which is commercially procurable will 
not be produced by Department facilities. As 
general guidance, the JCP considers all printing 
and duplicating to be commercially procurable 
except classified materials and materials required 
in 3 work days or less; in practice, the time factor 
may vary. 

(2) Procurement from GCYVernment Printing 
Office (GPO) Regional . Printing Procurement 
Offices. 

(a) Attachment 1 shows the boundaries of 
the Federal Printing regions, and lists the GPO 
Regional Printing Procurement Offices. Such 
offices have not been established outside of the 
forty-eight contiguous states. 

(b) Except as provided in paragraphs 5c and 
5d below ALL printing and duplicating determined 
to be commercially procurable will be requisitioned 
from the appropriate GPO Regional Printing 
Procurement Office. 

(3) Procedures for requisitioning are published 
by the GPO and are forwarded to all DOT field 
organizations responsible for providing printing 
and duplicating services by their Washington 
Headquarters printing management organiza
tions. 

(4) Requisitions will be submitted through the 
DOT organization responsible for providing 
printing and duplicating service in the area where 
the need originates. That organization will requisi
tion the work from the GPO regional office in its 
area OR in the area of the point of distribution, 
whichever appears to be more beneficial. 

c. Procurement from Other Government 
Agencies. 

(1) Outside the Washington metropolitan 
area, printing, or duplicating which is NOT 
commercially procurable may be procured from 
other Government agencies in the area where the 
need originates; e.g., General Services facilities in 
Federal office buildings. 

(2) Outside the forty-eight contiguous states, 
ANY requirements may be procured from other 
Government agencies. 

DOT 1360.5 

d. Procurement from Commercial Contractors; 
(1) In the Washington Headquarters, ONLY 

the OST Office of Administrative Operations 
(acting in compliance with other provisions of this 
order) is authorized to procure printing and 
duplicating from commercial contractors. 

(2) Outside the Washington Headquarters, 
printing and duplicating may be procured directly 
from commercial contractors upon the issuance of 
a waiver by a GPO Regional Printing Procurement 
Office. 

(3) Outside the forty-eight contiguous states, 
printing and duplicating may be procured directly 
from commercial contractors. A waiver will be 
required at such time as the GPO establishes a 
GPO Regional Printirig Procurement Office for the 

· Federal Printing Region in which the contractor is 
located. 

(4) All direct procurement from commercial 
contractors must be reported on JCP Form No. 2, 
·"Commercial Printing Report." (See Attachment 
3). 

e. Authorizing the Acquisition, Relocation or 
Disposal of Equipment. 

(1) Printing Equipment. To ensure compliance 
with the regulations of the Joint Committee on 
Printing, all transactions involving the purchase, 
rental, exchange, relocation or disposal of printing 
equipment, wherever located, require prior 
approval of the OST Publishing and Graphics Divi
sion, Office of Administrative Operations. This 
includes all equipment for use in authorized print
ing plants and auxiliary equipment for use with 
duplicators or copying equipment. (Auxiliary 
equipment includes composing machine, process 
camera, folder, collator, cutter, drill or other 
production equipment.) 

(2) Duplicating and Copying Equipment in the 
Washington Headquarters. All transactions involv
ing the acquisition, transfer, relocation, disposal or 
leasing of offset duplicators and copying equip
ment require prior approval of the OST Publishing 
and Graphics Division, if the equipment is to be 
used by any headquarters element of the Depart
ment located in the Washington metropolitan area. 

(3) Dupl1:cating and Copying Equipment in the 
Field. The operating administrations are 
authorized to acquire, transfer or dispose of offset, 
spirit and stencil duplicators and copying equip
ment for use in the field. except for an authorized 
printing plant. 
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(4) Requests for Acquis,:tion of Equipment. All 
requests for acquisition or leasing of equipment in 
the Headquarters or field shall include a complete 
justification. The justification shall cover a 
minimum the following points: 

(a) the intended use of the equipment; 
(b) volume of work to be produced; 

Page II-3 

(c) cost of the equipment requested; 
(d) any alternative equipment considered 

and reasons for selecting the requested equipment 
over other competitive makes and models; 

(e) alternative sources of supply and reasons 
why they cannot be utilized. 
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Chapter III 

REGULATIONS, STANDARDS AND PROCEDURES 

1. ADVERTISEMENTS. No printed matter pro
duced by or at the direction of the Department or 
an administration shall contain any advertisement 
for any private individual, firm or corporation; or 
contain any material which implies in any manner 
that the Government endorses or favors any 
specific commercial product, commodity or 
service. 
2. CALLING CARDS. Printing or engraving of 
calling or greeting cards is considered personal 
rather than official and shall not be done at 
Government expense. 
3. CAMERA COPY. Such copy and illustrations 
shall not be procured commercially by requesting 
offices except through printing management 
organizations. 
4. COLOR PRINTING. 

a. Printing in two or more colors or the use of 
illustrations is prohibited unless they are func
tional and essential to a clear understanding of the 
subject matter. Color printing will not be used for 
decorative purposes. The following categories are 
examples of color work that are functionally 
justified: 

(1) maps and technical diagrams where color is 
necessary for clarity; 

(2) food and medical disease identification; 
(3) competitive areas of personnel recruiting; 
(4) safety promotion and fire prevention. 

b. Printing in two or more colors must be 
approved by the Chief, OST Publishing and 
Graphics Division. In the field, approval is 
delegated to the heads of printing management 
organizations. 

5. ILLUSTRATIONS are to be used in DOT 
printed matter only when they: 

a. Relate directly to the subject matter and are 
necessary to explain the text. 

b. Do not serve to aggrandize an individual. 

6. COPYRIGHT. 
a. When copyrighted material 'is to be incor

porated in whole or in part, in any matter to be 

printed or duplicated or reproduced by or for the 
Department, written permission shall be obtained 
from the copyright owner. This shall be done by the 
office requesting the material to. be reproduced. A 
copy of the permission must accompany request 
for reproduction. Copyrighted lines are mandatory 
for copyrighted material; such lines shall be set in 
the smallest practical typeface so that they shall i:ie 
subordinate both to text and illustration. 

7. CREDIT LINES. 
a. Courtesy or credit lines are permissible for 

uncopyrighted materials contributed or loaned by 
nongovernment activities. Such credit lines shall 
be set in the smallest practicable typeface so that 
they shall be subordinate both to text and illustra
tion. No credit shall be given when such materials 
have been purchased by the Department. 

b. When all such materials have come from a 
single nongovernment source, credit shall be given 
in an undisplayed preliminary paragraph instead of 
being repeated on an individual basis. 

c. No credit lines shall be permitted for any 
designer, typographer or layout artist. Also, no 
credit lines shall be permitted for the sole purpose 
of giving credit to any author or department 
employee except in-house organs and similar 
morale type publications. 

8. FREE DISTRIBUTION: No person connected 
with the Department shall furnish without prior 
JCP authorization any publication, directive, 
manual, report, etc., free to any private individual 
or organization in lots exceeding 50 copies unless 
the cost is less than one hundred dollars. This 
restriction includes the free distribution in bulk of 
any departmental material to private individuals or 
organizations for redistribution to names on their 
mailing lists, unless the initiative for this distribu
tion is taken by the Department. 

9. IDENTIFICATION OF PUBLICATIONS. All 
documents and publications printed at Department 
expense shall have printed thereon the words 
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"lJ .S. Department of Transportation", and/ or the 
Department insignia, the name of the originating 
or sponsoring element shall also appear, the date 
of issuance and publication number. 

10. :MAILING LISTS. Such lists shall be main
tained and controlled by printing management 
organizations and shall be revised at least once a 
year to eliminate waste in department funds 
caused by material being improperly addressed or 
mailed to persons no longer desiring such material. 
This method of revision shall require ,that persons 
receiving the publications indicate that they wish 
to continue receiving the publication. Failure to 
reply to a mailing list revision request shall require 
the elimination of the addressee from the mailing 
list unless it is necessary in the conduct of official 
business to continue mailing publications to the 
addressee. The use of titles on mailing lists in lieu 
of names will reduce the cost of list maintenance. 

11. PAPER STOCK. Only those types, grades, 
weights and colors of paper included within the 
Government Paper Specification Standards issued 
by the Joint Committee on Printing shall be 
procured or specified for the printing, duplicating 
and binding of Department material. Exception 
may be authorized by the Joint Committee on 
Printing. 

12. PRINTING REQUIREMENTS RESULTING 
FROM CONTRACTS AND GRANTS. The inclu
sion of printing within contracts for the manufac
ture and/ or operation of equipment and for 
services such as architectural, engineering and 
research, or within grants is prohibited unless 
authorized by the Joint Committee on Printing. 
This regulation does not preclude: 

a. procurement of writing, editing, preparation 
of manuscript copy, or preparation of related 
illustrative material as a part of the contract or 
grant; 

b. a requirement for the contractor or grantee 
to duplicate, as defined in paragraph 2h, Chapter I, 
not more than 5,000 units of one page or 25,000 
units in the aggregate of multiple pages; 

c. a requirement for administrative printing·, 
,·.g .. forms and im;tructional rnat(·rials, necessary 
to be used by a contractor, or grantee responding 
to the terms of a contract or grant. Nor does it 
preclude recording manuscript copy in digital form 
for tvpesetting purposes provided coding instruc
tions· have he('n approved by the OST Publishinp; 
and Graphics Divi-:ion. However, the printing of 
ciucn :;1;1t(irial for t.he Governnwnt must be 
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accomplished in accordance with laws and 
regulations. 

13. PRIVATE OR COMMERCIAL WORK. No 
work of a private or commercial nature shall be 
accomplished in any authorized printing plant or in 
any duplicating or copying unit of the Department 
even though the Government is reimbursed 
therefor. 

14. SECURITY. The planning, preparation, pro
duction, procurement, stocking distribution, 
safegarding and disposal of classified printed and 
duplicated matter s.hall be in accordance with 
established security· regulation, DOT ORDER 
1640.4, Classification, declassification and Control 
of National Security Information, of 12-12-72. 

15. STYLE. The Government Printing Office 
Style Manual shall be the standard guide in 
preparation of copy for printing by the 
Department. 

16. PROCEDURES FOR OBTAINING 
SERVICES IN THE WASHINGTON 
HEADQUARTERS. 

a. Source of Service. The OST will provide all 
printing services for the Washington Head
quarters and such duplicating services as may be 
requested. OST will provide all distribution 
services for the Washington Headquarters. 

b. Printing Review Point. All requests for 
printing services shall be reviewed by a printing 
review official at a central printing review point 
prior to submission to OST. Printing review points 
must keep the Publishing and Graphics Division, 
M-48, informed of the latest designated officials 
authorized to sign off on the printing and 
duplicating request. Only one key official and two 
alternates from each operation element and OST 
shall be authorized to sign off on Forms DOT F 
1700.3 and DOT F 1700.8. A letter of request must 
be made to Chief, Publishing and Graphic Division, 
M-48, when there is a need for additional 
alternates. 

c. Printing Review Official. 
(l) Estab,1:-:lws re!ativt· pri()rities for work. 

(2) Assun,s that funds are available and 
appropriately cited. 

(3) Ensures compliance with policies and 
standards. 

(/1) Serves as a liaison with OST in all printing 
:tnd copying P'.aU.crs. 
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d. Technical Advisory Services. The OST 
Branch shall provide technical guidance 

for format development, production, planning, and 
the preparation of copy or other materials for 
production. Operating administration shall not 
diredly contact the Government Printing Office or 
other production source for technical assistance or 
for information regarding production or procure
ment. 

e. Requests for Printing Service. 
(1) All requests for composition, prmtmg, 

binding, distribution and related services shall be 
made by the use of Form DOT F 1700.3. 

(2) Prior to receipt by OST, all requests shall 
be channeled through the printing review points 
designated under the provisions of paragraph 16b. 

f. Distribution Services. Initial distribution re
quirements should be indicated on DOT Form 
1700.3. Requirements for other distribution serv

such as stock for subsequent use, contact your 
organization's distribution control officer. 

g. Editing Services. Upon request, editing 
sen·ices 'Nill be· provided through the Graphics 
Branch, M-486, on a contractual basis (Wash
ington Headquarters). 

17. STANDARDS. 
a. Binding. Only standard types of binding shall 

be specified or used unless the additional expense 
can be justified by the requesting office. Standard 
types include saddle or side-stitched, pasted or 
perfect bind. Other types which generate 
additional expense include comb-binding and hard 
cover book binding. 

b. Color in Publication. When use of two or 
more colors of ink (including black) is con
templated, the printing management organization 
shall be consulted during the initial planning stage. 
Approval shall not be granted unless the additional 
color(s) serve a specific functional purpose. When 
it is agreed that the use of two or more colors is 
essential, the requesting office shall furnish print
ing management organization with a written 
justification. This justification shall be used as 
documentation and as a basis for obtaining any ad
ditional approvals required by the regulations of 
the Joint Committee on Printing. 

c. Composition and Layout. 
(l) To the fullest extent practicable, part, 

drnpter. section, and other headings and related 
display matter shall he composed in the same 
family of t:n)e and by the same process as the text 
matter. l~nless an (!xception is granted hy a 
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printing manageff,ent organization during the 
planning maximum size for body text shall 
be 10-point t_vpe o, equivalent. and wherever 
prnctical, smaller t.ype sizes shall be used and 
leading between lines shall not exceed 2 points 
(single space typing). 

(2) Blank pages shall be eliminated when 
possible, with due consideration for economies 
inherent in the use of signatures in printing 
production. Format and page makeup shall be 
planned to reduce blank space to a minimum. 
Unless an exception is granted by the cognizant 
printing management organization, all printing 
and duplicating shall be done on both sides of each 
sheet. Bleed pages shall be designed in accordance 
with imposition requirements and final trim sizes. 

d. Computerized text m::i'nipulating systems. 
The use of computerized text manipulating 

in the preparation of a document or 
documents for publication must be coordinated 
with the Printing Branch, Planning Section. 

e. Corrections and Changes in Copy and Proofs. 
All manuscript copy or camera copy shall be 
carefully prepared, edited and reviewed before 
submission for composition and/ or printing. When 
a manuscript has advanced to galley or page 
proofs, nonessential improvements in the 
language, form or expression, punctuation, etc., 
shall be avoided. Author's alterations in proofs 
shall be kept to a minimum as they are expensive 
and delay production. 

f. Covers. Publications not exceeding 32 pages 
shall have self-covers, i.e., covers of the same 
paper stock as the inside pages. Exceptions may be 
made such as when the publication is a part of a 
series. Separate covers may be authorized or used 
for publications consisting of more than 32 pages, 
however, self-covers shall be used on Department 
publications to the maximum extent practicable. 

g. Form and Appearance of Manu~cript Copy. 
Copy submitted for composition shall be clear and 
legible, shall be typed double spaced on only one 
side of the paper and shall not contain extensive 
additions or correction. Paragraphs shall be 
completed on one page and the pages shall be 
numbered consecutively. Tabular matter shall be 
on separate sheets. 

h. Illustrations. Illustrations for use in printed 
and duplicated matter shall be designed with full 
consideration as to end use and the final trim size 
of the pag·e(s) on which they are to be displayed. 
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CHAPTER IV 
REPORTS 

1. RESPONSIBILITIES. Each operating 
administration will submit the "required" reports 
to the OST Publishing and Graphics Division, 
Office of Administrative Operations. The 
Publishing and Graphics Division will prepare the 
reports for OST, consolidate, review, approve and 
transmit all reports to the Joint Committee on 
Printing. 

2. REQUIRED REPORTS. 

a. JCP Form No. l, Printing Plant Report 
(Attachment 2). A semi-annual report summariz
ing all work done shall be made in triplicate on 
Parts II and III, JCP Form No. 1, by · each 
operating DOT Printing Plant and forwarded not 
later than 45 days after the close of the first six 
months period (October-March). The second six 
months report (April-September) shall include Part 
I "Cost Information" to cover the entire year and 
shall be forwarded not later than November 15. 
Production information reported at the close of the 
first six months period shall not be repeated in the 
final report except that cumulative production unit 
totals sha-11 be furnished in the space provided. 

b. JCP Form No. 2, Commercial Printing 
Report (Attachment 3). A semi-annual report 
covering all transactions concerning composition, 
printing, binding and blank and blank book work 
procured directly from commercial sources shall be 
forwarded in duplicate in accordance with the 
schedule in paragraph 2a. A separate report shall 
be prepared for each DOT organization responsible 
for providing printing and duplicating service. 
Negative reports are not required. 

c. JCP Form No. 3, Acquisition of Power 
Operated Collators For Use in Facilities Other 
Than Printing Plants (Attachment 4). A report is 
required in duplicate covering the acquistion of 
each power operated collating machine for any in
stallation other than an authorized printing plant. 
This report shall be forwarded with 20 days after 
acquisition. 

d. JCP Form No. 5, Annual Plant Inventories 
(Attachment 5). An annual report is required in 
duplicate on all printing, binding and related or 
auxiliary equipment located in authorized printing 
plants. The report will show make, condition, age, 
serial number, model and size of equipment. The 
report will be forwarded no later than November 15. 

e. JCP Form No. 6, Stored Equipment (At
tachment 6). An annual report is required in 
duplicate on all printing, binding, related or 
auxiliary equipment in storage in depots, 
warehouse, etc. The report will be forwarded no 
later than November 15. 

f. JCP Form No. 7, Excess Equipment 
Disposal (Attachment 7). A report is required in 
duplicate on all items which are disposed from an 
authorized printing plant. The report will be 
forwarded no later than 20 days after completion 
of the disposal action. Attachment 8 will guide in 
estimating the value of printing equipment. 

3. SUMMARY OF JCP REPORTS. The follow
ing table is presented for convenience of reference: 

JCPFORM 
No. TITLE DUE 

1 Printing Plant Report Semi-Annual 
2 Commercial Printing Report Semi-Annual 
3 Acquisition of Power Operated Within 20 days 

Collators For Use In Other Than after 
Authorized Printing Plants acquisition 

5 Annual Plant Inventories Not later than 
November 15 

6 Stored Equipment Not later than 
November 15 

7 Excess Equipment Disposal Within 20 davs 
after disposai 

4. REPORT ON TRANSACTIONS INVOLVING 
DUPLICATING AND COPYING EQUIPMENT 
IN THE FIELD. 

a. The Joint Committee on Printing requires the 
central point of liaison in each Government 
department to maintain information on all of the 
Department's duplicating and copying equipment. 
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A report will be submitted to the Publishing and 
Graphics Division, Office of Administrative Opera
tions (OST) within 90 days of the date of this order 
listing and describing the offset duplicators and 
copiers currently on hand and any auxiliary equip
ment used with this equipment. The report will 
include the location and the use of the 
equipment. (See Form DOT F. 1710.6 (10-78) 
(Attachment 9). 

DOT 1360.5 

b. The submission of the inforrnation requested 
by DOT F 1710.6 will become an annual require
ment due no later than 30 days following the end of 
each fiscal year through the channels established 
by individual operating administrations. 

5. SUPPLY OF REPORT FORMS. Activities 
may obtain supplies of all the prescribed reports 
forms from the OST Publishing and Graphic 
Division, M 48. 
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GOVERNMENT PRINTIXG OFFICE REGIONAL PRINTING 

Region J 
C_!S, (;oyerllIIIPlll PrintiUJ( 1 Hlic1• 
Regional Printing Pr!}curement ! 1:tfi<·P 
•John \\' ":.tcConu.ai'k Pt1s.t Offi.e,p ,Uld 

Court House 
Pust ( Hlh:c Squan• 
ltoorn HOO 
Boston. )fassachusetts 02109 
Telephune: (617) 223-7566 

Region 2 
{J,~. (_;o\'f1TBment Printing: Otfice 
Regional Printing- PnJcurenH'Bt <tflk,1 
Federal Office Building #6 
,iOOO Wissahkkon Avenue 
Philadelphia, Pennsylvania 19144 
Telephone: (215) 951·-·5691 or 

F'rS: 438-5691 

U,S, <;o,·ernment Printing Office 
He~ional Printing Procurement Oflice 
201 Yal'ick Street 
7th l<"'loor 
:\'ew York, :\'ew York 10014 
Telephone: (212) 620-3321 

FTS · 660-332 l 

Region 3 
l'.S. GovernrHenr Printing Office 
Regional Printing Pn)euremflnt Offief> 
1st and :\' Streets, S.E. 
Washington, D.C. 20403 
Telephone: (202) 755-9845 

U.S. Government Printing Office 
Regional Printing Procurement Oflke 
Building 720-B 
Langley A.F.B., Virginia 2,3665 
Telephone: ( (804) 827-2553 or 

FTS: 928-2553 
IDS 165-2.553 

PROCUREMENT OFFICES 

Region 4 
l'.S. Co,·prnrnent l'rintln~ Office, 
H1_·gion:1l Printing- Proeurl'rnellt Officf~ 
!!00 Peaehtree Street, :\'.E . 
Room 415 
Atlanta, Ceorgia. 30309 
Telephone : ( 404) 526-3666 

FT8: 257-3666 

Region 5 
l'.S. Government Printing Office 
He:.!ional Printing Proeurf'tnent Office 
lllO South Canal Street 
Hoom 1051 
('hicago. Illinois 60607 
Telephone: (312) 353-3910 

1:.s. Covernment Printing Office 
H.~git111a I Printing Pro(·urPm-ent Office 
Fedral Buihling, Room 34 
'.'00 :\'orth High Street 
Columbus, Oilio 43215 
Telephone: (6H) 46!l-6884 

r'TS : 9·13-6884 

Region 6 
t:'.S. Governn1ent Printing Office 
Regional Prillting Procurement Office 
Room 1466 
210 :\'orth 12th Street 
St. Louis. '.11issouri 63101 
Telephone: (3H) 622-4371 

FTS: 279-4371 

Region 7 
r.S. (;,,n'.r1Hll+!"nt Printing- Otflcu 
Ht-•i;i(ina] l'rint1ng Procure1uent nmt·t· 
C.S. C,urthouse and Federal Office 

fluihli ng 
1100 C,,mmerce :Street 
!toom 3H7 
Dalla,. Texas 75202 
Telepholle: (214) 749-3111 

Region 8 
t· ~. f;on~rnment Print1n~ Offi<'e 
Heµ-ioual Priuting P1·vcuremf~nt Office 
Dem·er Federal Center 
Building 53, Room H-1004 
Dem·er, Colorado 80225 
Telephone : (303) 234-2139 

Region 9 
l'.S Go,·ernment Printing Office 
RPgional Printing Procurement Otlire 
Federal Office Building 
15000 A via tiou Boulevard 
Room 2E2G 
Lawndale, California 90261 
Teleph,rne: (213) 536-6G50 

( FTS : 966-6650 

l'.S. Go\'ernnwnt Printing Office 
Rf•g-ional Printing Procurement Office 
G:!O I•"';)J:.;om Street 
;-,,rn Francisco, California 9·H07 
T;;lephone · (415) 556-5356 

Region 10 
C.S. Government Printing Office 
Regional Printing Procurement Office 
473G East )larginal Way South 
Seattle. Washington 98134 
Telephone: (206) 764-3763 

FTS : 399-3726 

(Alaska is Region 11, and Haw.an 
1s Region 12. Proevrement offices 
have not yet been este:bhshed.) 
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PRIITIN& PLANT REPORT 
JCP fHM Ill. 1 1110. !1-711 

Deportment headquor1ers shall submll lwo copleo of this report lo the Join! Commiilee on Prinllng wllhin 30 daya alter the close of each of the flrat 
throe fiscal quarters. Tha lasl fiscciJ quarter report shall h. forword&d to the committee In duphoote not later than August 31. 

OEPART MCHT OR ilGENCY I"A"' •110 UX:ATION or "I.ANT (STATE. cm-. AND STRE£T) IJCP AllTHORIZA- FOIi Pt:RIOD 
TION NO. IENDOI 
19629 9/30/76 

PART I -COST INFORMATION (F01tFJ8CALYEARONLY) 

• lnclw:111 In Column 8 CC)lt of oU ~1ti0ai Pf'()duoecl by planl:. 
• lncll.M'a In Colu.m.n C COIi 0.- oU opHQtiONI nol ll"lvolvtno Pl'inlln9 (Col. A) 

and compcoilion (Cot. Bl, Co.to IO 1- tnch,dod In Calwnn C wlU Ind-. but 
no1 l:)9 NMltiewd to, a.dcir-..lnq, diatributtof\, CQfflMQ WOl'k (~ than litho,. 
graphic), photoatotinr;i. mohd. B/W• .tc. 

o..u-. 
n.038,324 

38§,95S
Zf!.389 
22.21~ 
311323 

-

l Include In Colurrn A coiat of all affsel camera work. Mqat1" wot'k. i~· 
uon, platemaltinQ, duphcahnQ, pr6Uwark. a.corinQ. ~riorahn,o. numbetinqi. 
Joldinq. collolinQ. qath•nn-;, drillinq. SM,lncha.ng, 1Uteh.inq, •wino. inNtUnq, 
tipping, pcddinq, trimmil'\Q, tying, Wl'QP$WFIQ, o.od oll other OfM'l'Ohona neoff• 
aary to comple!• printiOQ' or bindinq product. 

AU. PRINTING. COMPOSITIOf(, OPERATIONS OTMIR 
ITEM EXCEPT COMPO$lTIOK AU TYPES THAN PRINTING 

l(COL A) •(COL I) '(COi.. C) 

O.Ucnt,Total salaries of all personnel including supervisory directly engaged in th6 
operation of plant (including overtime and annual and sick leave) s 131.4H --H.273.911 

Cost of paper, ink, chemicals, negatives, plates, etc .. used during report period 6Qll,90!3lf!.92! 
Depreciation of equipment (1% per - cl original coot unttl fully c1o.,....atod) - 12 ,S2!.!
Amount spent for rep:1lrs and maintenanoa 21833 201997 
Allowanos for space occupied (whether Govemment-0wned or rented), ut:i!iti811. 

etc. (14.5 cenb per month per aquare fool of total space occupied) 7,830 27.405 
Amount spent for rental of equipment - 787.258 

1.50~.20,Total coat (Use col. A tolol from this line fo comput" co•t ~r l.000 unit.} B9.i'i2S 2z,:u I l)i'.)7 
1 2<>t>4 1,3STotal coat of printin!! Including compoaition (col. A+ col. B) X X K X " 

PART 11.-PRODUCTJON INFORMATION 
NUMl·R~

UNtTSN:R NUMHR OF STlNCIU, ToTALUNft'SP11£SS£S INPR<SS MASTfRS. Pf...ATES. f'RODUCEl>.£.ACK CATEGORY'
IMPRE""°" OR R)tU,1$ D<CWOING <W£lll!UIIS REl"ORiED 

(COL,D) (COL,[) (COi.. G)
(CCI.~

11" x I7' or lea (maximum image IOYc" x 14") 1 s 13, 12 2,665,443 
11 .. x 17' or less, tandem (maximwn image I~~" x 14W'l 2 g ll!i.Zl~ io.ozs.,012
11" x l T' (image larger than 10%'' x I 4y.'') 2 
14" x 20", and 15" x 18" 2 

I 11" x IT' tandem (image larger than !OK' x 14l'."l 4 
~ 1T' x 22" and 19" x 25" 4 2 8,114 68 1767 1672 
5 22" x29" 6 

~ 1 22" X 34" 8
Ea- 23" xJs· 

8 

O £ 23" x 35' perfecting I 16 

... 

E 1_3_4_"_x_4_4-..~--_;;_-----------------l---16.,-l·-----l-------·I-------
• 1...;...;___.:::__:..;...;._______________________l----1------1--------1-------l Other (specify) 

~ 1-------------------------1----1·-----l·-------1-------

Total units produced by of!Ht thla a.,.,..1 quarter X X X X. X X X X X X X X 111.508,321 
I 

Other (specify) 

_ _..____ __ .....p'-r_od_u_c_.d_b....;.y_l_ett_•rpr_eu th_it,_£ia_·_c_al_qu_____1._x_x_x_l;_";_x.;.....;."'...;.";...l-x;__x_x.;.....;.x;_..;."'_i·...;;;l.;;l..;.l;...,:.;5;;.Q;;..;;8.1Z..;.3..;.z;;.f;;;T_o_ta1 u_ru_·t,, ..... __ ....am• 
Total units produc.d in plant this m=l quart"" ! x x x x x x x : x x x x x 

Face of JCP Fonn No. 

V 

http:1.50~.20


---------------
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PART Ill-LIST OF REPORTABLE JOBS RUN DURING THE P&IUOD• 

•Reporl ol'\ly the• jaha which ewc..d the qwantity of pnaduction UnHSi:c•-
unUs. by Pl'... produe:lion t.e,ll 11111••• .. •howl\ Nlow: 

ll.. • tT· Ot' t... (ma.:dmum. imu9• l°"'' • u~, l 
Pnduction 11.. • 17" or l.... ta.nd•m {mcu:im.un,, im.av• 

PNM Pnxluctlon U-n.lt Bl• U1tlt11 IO!C" • 141.l . . . .. .. . ..................... 2 
11" a IT' (irftop lat't,•r thon lo,('' • 14)(,.) ... , .. 2 

LH• th.CUI. 4 Ul\lta .. ... 2S,000 14", llO" ..... .. . .. . . .. .. . .. . .. .. 2 
4 u.nitil .. ... ·- 60.000 1s-· • 18"' ................................... 2 
8 "nita.... . ..... 90,000 11••11;tT· tondem (i,mqela..tge.- thon lo,("al-4.J.("') 4 
8 wdta .... .. ...... 120,000 tr a:22"" .•.••....•.•........•.•...•.•.....•• 4 
18 un,-............ . ............. 240,QQO 1w· a a,r . .. .. .. .. .. . .. . .. . .. .. . .. .. . . .. .. . , 
0...1, wtlllf ... . Mo li.tiftV ..-q1,1.laad 

--------·· 
' ·1I·UMBER I NUNllE:R OF COPlts I g;i~~iFtNISHIO PR£SS RUN R[OUIR[D 

REQUUO!D Of EACHOF'l'AGES I 
Pf\!kTEO 1 ONWMICI-I T0COMPL£TEJOB 

IHPU8U 
TITLE OF PUBl.lCA. 'fi()f4 Oft FOA:M PAGE IN PAGESIZE I PRO· EXCL.USIV(OFOVER,CATIOf40R I COC.UMNt DUCm-' RUNS. SPOIi.AGE, ETC.FORM 

(I) _<2_)_ (3)---'=--~11~-'-~-'->~l--<~_ <&> 

Aviation Regulatory Refonn 161 1,000 8xl0-1/i' 2 80,500
Report to Congress 134 600 8xl0-l/ 2 39,900IAviation Act of 1975 167 700 8xl0-l/ 2 58,490 
Report on the Potential fo 188 300 8-l/2xl 2 28,700 

Intergating Rail Service I 
Concorde Report 88 600 8xl0-1/ 2 26,400 
Backup Emergency 41 800 8xl0-l/ 2 16,400 

Communication System
Airline Regulatory Refonn 114 700 8-1/2xl 2 39,900 
Parking Management 80 600 8-1/2xl 2 24,000 
Request for Proposal 432 8-l/2xl 2 27,000 
Technical Data Package
Concorde Monitoring Report 112 

125 

2 56,000500 Bxl0-1/lJune 
Coast Guard Budget 162 8xl0-1/ 1 55,080 
UMTA Budget 199 

340 
250 1 49,750l8xl0-l/ 

\ 

Un1tS1..-

::: ;::::::::::: : 
23'' lit 36"1 .8• 

25" s38" . ...... 10 

23" • -· 16 
34" t .... 16 
tS'' • 48"' •.•.... 2• 
42" • S8'" ........ 28 
48'' • S4" . . . . . . . . 30 

puf.cUno 

- ·1 PROC"5ll 
TOfA.L PAODVC'flON I M-Mimeo 
UNITS-COLUMN (5) ,0-0ff5e't 

MULTIP\.110BY , L-ktt~r~ 
COLl.iMN ~6) S-~:. 

en _-5!1._ 

161,000 II 

79,800 II 

116,900 " 
56,400 " 

52,800 " 
32,800 

II79,800 
It48,000 
II54,000 

112,000 

55,080 II 

49,750 

I
·1--

TOTAL , 898 •33Q iXXXX 

JCP FOIIM NO. 1 1uci1 (HY. 3-111 

http:mcu:im.un
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COMMERCIAL PRINTING REPORT 
JCP PORII NO. I (lwv. 3-TU 

Department headquarter., shall su.bmit two copies to tb.e JOINT COMMITTE~; ON PRINTING within 30 daya after the clo,<" 
or each fisca) quarter. Report a.ll composition, printing, binding, s.nd blank-book work: procured from commercial sources through 
department contracts during such period. Do not include work proeur~d through GPO eource• in this report. Do not includ<" 
t&bulating c&rds or printf'd env~lop<'II ordered throuRh G8A eon1.racts, or rebindin11 puhlications of any deffcription. {TM additional 
:-ihPt•ts if necessary, 

~N=A=IIB=O=F=D=EP=:A=R=TM=w-r==O=T<=A=C=EN=CY==1 ;,·:'·-,._":Mc:E::--=:O:::F"""s"'=ER'=""'::~::,-c=1::===··========;1=c~1"=TY::"':A::N"O='::sT='A:':Tll:::;"===========6== 

DESCRfPTlON J ... 1~u=~••h•e;~~~~~~~d d•~ Total num~r StyltJ of hlndiTIA' ~ud~·
(Llet uch job wpa:taU!!ly"l {if a;,r,'.icable1 . of eopiu l>t't" a,py (if au} pao,er 

.-..- -l.-Qg_j s.-t-.i.c-s.- .... - ... ..- - ... ... ..- - .. ... : :··-·:6:Jgz·:: ~:t·.·. _··.·.·-~---~-·an.~_J_._e.·_· .. ··_ '·. _· --~- __ ._ .g_. ·... __ .. .-No_t_e_s__- ...- - ... ..- - - ... ..-1-------~ __ _ __ --~----·· .0 .5... ..Safet,,_Sero:inar..Brochures " .,, . _ 

.....Safet,,..Bulletin..P.oster .. J.0.00 ..... J ........ Ncme......... ..lHL .SJJ 

......Letterhead... ............ . .. . . ..... ......... . ....... 500 .......L ..... N.o.ne..............J.~ .. OQ 
...Charts.................................. . ..................... . . .... ..10........L ..... N.o.ne_........... .146....00. 

MaiLiag. w/c.ontroLnumbers l.000..... L ..... None.......... .74. .. 00 
.. flyer .. far . .Accident ..Prevention 50....... L ..... None.......... .4L .00l 

Information. Card ·l88··· ···+·- ---{g~;-···---··· ·...1l- -~~ .... Training Guide... . . _ ........ 

·:i~~~i~~~;ol Card ..::.:ti~t:····l:::::J:~~t:::::::: :Jf :56. 
.....................- ---······- ---·····-·-·-·--···--- ···------ ...... 

.JCP Form No. 2 
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F- fft llepo,rtba. JL:Np,WS.. ot Po-..op...lM CollGlon fa 'O'M la Otlaa 'fJaa. &...d&odzed PnaU.9 Plaa... 
JCI' fOla 110. s (3,<S3) 

Department headquarters shall submit this form to th,. Joint Committee on Printing wiL'1in 30 days alter ccquisition ol each P<>"'er·cperoted 
collating machine for any tnstallolion other than an authorized printing p!oni. 

OIPARTllflll OR AGENCY NAM£ .UCO lOCATION Of INSTAllATIOII (St.to, Cily,Sl.!ool, 8uildin1. ,.4 - ffo.) 

PRODUCTION INFORMATION FOR PAST YEAR 

Stencil duplicators 

Spirit duplic,alors 

N!IMBH OF OUPUCATORS IN EACH 
CATEGORY RIPORTEO 

1 

NUMBER OF STENCllS. 
MASTERS, l'lATES 

39 
' ! 
I 

I 

TOTAl UNITS 
f'llODia:D 

2.950 

OfI....t duplicators 
Total units ~ro<luced 

l 
x.xxx:s.xx1:xx1:x. ' 

3.725 
X 3 1!:XXXl:'&l:J'X.J:, 

I 
I.. 

84.240 

PROJECTED PRODUCTION INFORMATION FOR NEXT YEAR 
IIUM8[1 Of OUl'llCATORS 

IN EACH CATEGORY I HUMBER Of STENC1lS, 
MASTERS, PLUES 

TOTAl UNIT$ 
ANTICIPAUD 

Stencil dupUcotm" 

Offaet dupllcatora 
Total projected productioll 

1 

l 
X X J. 'I X X X. 'I X X X X 

I 
I 

X X 

!5 

4.lQQ 
xx:r:1:xxx1:xx 

3,250 

92.500 

INVENTORY OF EQUIPMENT 
Ust below all equipment (oee par. 9. cols. l, 2, and 3, of current Government Printing and Binding Regulations) now in Installation. 

l>fSCRIPTIOII 
c.vai, Nd -Illy by IJl">al nudlln«y iR i!lt - ... -: AGE CONDITION• SERIAL NO. SIZE MODEL lSTIIIATtD VAlU£ 

Campoolaa. plllt_,ilof. ~ blndinL ,.d rel- -....i 

----------------------- --- ----1------1------~---1 ~s---,--
-~PI~,A2TEMAKE~~~R:~·-------- -------1--- ----------1-----·1--- ------
-B_nuu___ng--------------._-_--_-l-7-~ _.F_._1_~2=3=9~4-ic-'-1/2:x:14. 2000 300 _fill 

PRESS: 

AB Dick (Stencil) -4._l-'r.__1____..2....JJ-F--=l/-=2=x=l_,_4,-"-F-_4'--,--=l=S0"'-4-_,.o.,.,o
---A&-M""Of-£....s~et~=~---------- 7 G 940432 lOxlS 1250 18Q nn 

BINDING: 

__Th_ana_s_R_o_t_om__a_t_i_c~(_30_s_t_a_.~)_______,_ N 690SllU-l/2xl4 ll2:.L 10. c;nn oo 
------------------------------ ------1-----1----1-----1--

-------------------------1--- ----1-----4-----1----1-----1--

---------------------------1--·-----,---·--·-l·-----1----l----1--

-------------------------1----1·----·;------1-----1-----------
------------------------·1---l·----·1------1------1----1·--·-->---
--------------------------1---:·- ··-------···· ---·--··-;----,-----,--

--,----- --------

Face of JCP Fonn No ..7i 
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JOBS PRODUCED DURING MOST RECENT 90-DAY PERIOD 

CAlUOIY Of JOI$ TO 
BE COi.LATED l'f NUMIEII 

Of Slflbs IN A SET 

UP TO l SIIUT'S 

VP TO 50 
COPIES 

15 

NUIIIIO Of JOIIS IN ncm CAlt-ES 

IOI TO :!JOSI TO 100 
COflD COPIES 

OYfl 250 
CGl'IU 

TOTAi. NUMIIO 
OF SHEETS 

IN CATfGOt'f 

750 

TOTAi. NUMB(II
OfPAGES_ 

IN CAl'fGOIIY 

120 

t TO 12 $N£llS 2 1 1,600 22 

IS TO IC SRUTS 

MRJCSNUTS 
11 24 24,621 1,800 

JCP F- NO. 3 (liUI (IACII) 

Back of JCP Fonn No. 3 
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ANNUAL PLANT INVENTORY 
JCP FOIUI NO. I (Ra.. 6-al 

Department headquarter.i shall 11Ubmit <>ne copy to the JOINT COMMITTEE ON PRJNTING within 60 days after the cl<>se of 
each lis<".a.l year. List all printing, binding, and related or auxiliary e<iuipment in the plant. Use ar!ditional &heets if necesaary. 

THIS FORM IS FOR THE USE OF ALL AUTHORIZED PRINTING PLANTS 

NAME OF DEPARTil_ENT__o_a·=--A~G=B:N==CY==,r=N=A.IU:==A=ND=LOC==AT=l=O=N=O==r==P==LA=NT~~=====;=.1"=ep=A=-:·u-=-rn=o"""R1ZA TION IFOR PERlOD ENDED 
NO. ESTABLISHING 

PUNT 9-30-77 

DESCRIPTION CONDI- SERIAL NO. SIZE :110011:LGrnuii .a.nd idr.:rtti.t1 bf lTJ)oe of rn.ae.hinfcry l.n th• foUowinS" ~·l" i 1AGE TlON• 

----~lD'.IPO•rnlil, pl.a.tema.kin.c. prlntlO..i' P•:::_'._ ~,i.:din&'. •_nd rei....t.d <OQ--"'.-•r.L -···. Y!~ 
PLATEMAKI_NC: _ _ ····-···-

-·-···········-·-····---··- -----··----·------··-·-·····-\ 3-r ter·1>1atemaker · f l2xHL _ 3A003.3.4:84 __::_____ .:.._. --·· ··-I 
--- -- ··-·- ····- - - ------------ 1 ·• _____ ::· _____ ::::::::J:---·····-

1-
Uxll....125.0W.Mulffffth Off~~t ~~ess Lw -·--················· j .4.______ E_ _____2.6.6-1.7.8.. 

Multilith Offset Press -----·----··-·-·· _l. _____ G ....2.0.137.2____ _ .l Qxl5.. J 250 .. --MulfiTfrh·-offsef Press ___ _ 229017. 10xl5.. 1275__I 6 E 
Copifr/Rup 1i~~~or>.}~i:o;,; .{~eil s ;;d) 

' ·······-,·- 92Q_Q__ _--i:: . --- ....... ··-· ···--····. -........ 
BlNDERUQUI~MENT. ____ .. _ , .L---···---... 

~~i~~~~~ ~n p~{~~?-;~t~/~~~rather:~?·;_tn<:i-~~~e~ __ ::__ ·:- j__ f J ·: {f&~I~1t P..: :;_::::JT:{f.. 
Collator, Macey IL E 391 ---- - __ J4oi~:~e 
StiJfh<=r ~ _W).f<=_,__ s i_~g_l_e h~C:~L~q:;:tiJc;her ___ 1 L __ E --1-- }.751.8_$__ ...7/8.'.~----1- 401A-7 

~6i~:~ :,-~~::r ,_Challenge···········-··-········· ____ -·······------···· ·--1H·· ···J ._.,jj"5}?~}:·-i 9~zf:i ~ ;;~~ 
~ap~r: Ori 11_:, __cha 11~~9~ . ij·· --~ .. . . 211.1.4.. :-....__ J EH_~.L 
~ tapl_<=l"'_, Bqgq!T@. t_i_f.L~{)s__tJ_c:h.. _............ __ .. _____ .... ___ _ __ ______ . . ] Q0.4. _______ :- .....1.-8.5.E.ZJ. 

- ---~_tai:iJ.~r... __ Bg~:l;Q!!§_t:ic:., --·-·-······ -------- _1177··· PP --- ·····1··2"89.05.39.. .. . .. B66~-_Es 2:J:__-_-_·_·_·_·_·_·_-_I.___ ~qs__t;tc:h... ____ ___Jogg~r 2 Paper, Ele~trJc ~ 

"'•• - ···-•-•• • •-•••, • - •••••-•••• -•••••••••• •••••••••••••-• - - -•• ••••••••• - - •••• •• c•• --

J............:::: :::::::::::::::: :::::::::::: 

JCP Fonn No. 5 

http:1��2"89.05.39
http:1.-8.5.E.ZJ
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ANNUAL INVENTORY OF STORED EQUIPMENT 
JCP POIIIII NO. e ( ..... M51 

Department headquarters shall submit one copy to the JOINT COMMITTEE ON PRINTING within 60 days after the close of 
each flacal year. List all printing, binding, and related or auxiliary equipment on hand, in stonge depots, warehouses, etc., not 
inventoried in a plant. Use additional llheeta if necesn.ry. 

HAMB OP DEPARTMENT OK AGENCY 

DBSCRIPTION 

NAIIO AND LOCATION OF PLACE WHEREIN 
11:QutPMENT IS STOQID 

FOR PERIOD ENDED 

,9/30/76 

SIZE MODELGro..., and identib l,,r - of .....bm•l'J' In t1,e followlar ....i.r: AGE ~:::;:!• SERIAL NO. 
____°""'-'__.._•._.,_1.____..._ . .,_.i_._u,..____._-_·n_,.._..,..__"'_.._.._eq_u•_-_..t_.____.(,Y~_R.....S r---1-----1------

:..:::::JSRESSES·:::::::::=:::::::::::::::::::::::::::::::::::::=::::::::::::::::::::::::::::::::::: : : :::::::::::::: :: :::::::::::::::::: :::::::::::::::: :::::::::::. 
:··_··__ Addressograph/Mul t'ig.raph ...................................... -......... 11........F .......954942 .... . 1Oxl L .. _1250··· 

...........'/7................................. ........................................................... 
DATE SUBMlTI'ED 

sioNA~--/ ~ l;;;~f. Printing Section 10/17/76 

•C~dition: N_,..,., -•cellent: G-pod; F=fair: P=poor: U=uneervicNb=le=.===================== 

http:necesn.ry
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EXCESS EQUIPMENT DISPOSAL REPORT 
JCP l"ORM NO. 1 (R,,•. 12-72) 

D~partment headquarters shall submit one copy of this form to the Joint Committee on Printing within 30 days after completion 
of disposal action. Equipment shall be reported on this form in accordance with proceduru ~ontained in para.graph 10, JCP 
Regulations. 

NAME 01' DEPARTMENT OR AGENCY NAME AND LOCATIO~ OF PL.ANT OR INSTALLATION 
WHERE EQUIPKICNT WAS 1JSED Ort STORED :ICP AUTHOR!-Ir:-~~o.. 

20360. 
DESCRIPTION 

CONt>l- ESTIMATEDCroup and ideentift b7 ty~ of machineat"Y jn Ute foUowinacOfikr: AGE Tl'ON• SERIAL NO. SIZE MODEL YALU!;{'.Qnipoainc. platernakintt, p.rintlng -preuea. bindinlf.,11.Did rie-1at~ "ui...-ia:t. 

I
PLATEMAKING: 

FT
NuArc 15 p 26490 17x22 261 48 50. 

PRESS 

Addressograph/Multi graph 11 F 954642 10x15 1250 66 00 

IDATE 8UBKIT!"W 
Printing Officer 10-17~76 

/) 
TITLE 

JCP Fonn No. 7 
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TABLB I-NORMAL LIFE OF PRINTING EQUIPMENT 
J'-. 

Addreaalnc •nd malling macblnea. 10 
Baclr.-Str1ppl.llc Macblnea.......... 111 
Blneprlat macblnea.._____________ 10 
Book cartou lnwrt..r and -1er._ 10 
c.....,.... cowlnc datl<N>Om...... 20 
Caetlng macbln.,.. lead and rule.. 20 
Collatlq c,ablnetll (nonmecballl-

cal) -------------------------- 20
Collatlug machlnn: 

Po-r-operated --------------- 10 
Manaall1 operated ( foot-tl'Mdle 

or electric puaboat).......... 6
Collatlnr tables rotary___________ 20 
Counting machine (c,ard and pa-

per) -------------------------- 10 
Cutten and boolr. trlmmen•••••••• 20 
Drlltlnc machines, po....,r oper-

ated -------------------------- 111
Ouplltttlnc machines: 

Stencil------------------------ 10
Spirit or platln_______________ 5 

Electric typewrlten, tape actl-n- ------------------------- to
F....Ser-stlt<'h•r. aatnmall<', alcna-

tan: -------------------------- 15
)'nldns: 

t.'p to and ln~lndlng H"X24"••• 10 
La.....r BIHL.................. 20 

Gatberlnc machlne11, po...,r-oper-
ated -------------------------- 20

Jr,aettlnc macblll", aiED&ture...... 1t5 
lntenait1 meten................. 10 
Jmpo,dng tablet1------------------ 15 
Jo~r-. Po"'er-operated---------- 10 
l.a11lp,t. ramera nr platp__________ 10 
1-d and slur coltel'l<, mltenn and 

monotabnlar broacb•••--------- ;::M..ltlnll' tnma<'ftl________________ _ 

OffwM. platemalr.tng nnlta not ~ 
qalrlnc the - ot nPJ&tt...____ 10 

Off...t pla tematdng units reqnlrtn1 
the uoe of npgat1Tf'8..----------- 16 

Paeka«!ng and 8".llng Machine, 
plastic .....,P------------------- 10 

. .,__ 
Pertoraton --------------------- 20
Pbotoetat macblnea: 

Standard --------------------- 20 
ConUn-ns ------------------- 15 

Pbotocompoalnc maeblnes________ 10 
Photoeomposltton de.-teee_________ 5 
Plate de.-eloplng mac,blne.________ 10 
r-olfwt: 

Shffl IIISH 10..XltS" to lea than 
H ..X20'. ------------------- 10 

Sheet al- I4'"X20" to lea than 
22""XlH" ------·------------ 111

Sheet abes 22"'XlH" and lal'Ser- 20 
p,_ l.tterprea:

Rotary (multlJl'Hph)___________ 10 
Platen ------------------------ 20 
Cylinder ----------------------Pre- proof___________________ 2020 

Preaes. Bllll ecreen. power oper-
lted -------------- ----------- 10Pres,, Dampener <:leaner__________ 20 

Proeeaeor, lllm••••••••••--------- 10
'.Roll conTerter___________ ·------- II 
!law trlmmen___________ -------- 20 
l!c,reena, balftoue: 

Ola•---------··----,---·----- 20 
Contact ___ .------------------- 2 

Sinks. temperatute-<!Ontrol••______ 111 
Stltcben, po-r-operated_________ 15 
Tablea: 

T,lneup and reglater••__________ US 
La:,ont and opaquing__________ 20 
Plate flnlshlns--------.--------- lt'.I 

Tylnc machlneo__________________ 15 
Typecaettnc and t:,peeetttnc 

machines --------------------- 20 
Trnc,lra, trarurfer, galley, cha.., 

fom, ------------------------- 20 
Vae11um frame&------------------ 20 
Wra1111tnc and/or banding nia

chl11E'A (kraft J)&l"'r or shrink 
film) ------------------------- 10 

White prlnt---------------------- 15 

TABLB U-CONDITION AND ffALUATION G(Jl1)B FOR PRINTING EQUIPMENT 

(Fi9vru S,.,,,,, Valv, 1u,na;,.;,.,,.. Percfflt of OrigiftGl Co,I} 

... C• 
Apln,-o 

• 

Escellellt-Ueed. no ar,p,,.r,mt wear and free 10 
(rom operational de ecte. 10 

10 
10 

Good-Ueed. requil'ell ooly orpni..tlollal 10 
maintell&nce. 10 

10 
10 

F9ir-Needs adjustmente, 1epain, and l'l> 10 
~ment of minor parta to compensate 10 
lor normal wear. 10 

10 

Poor--Needa major repair________________ 10 
10 
10 
10 

10 
aomkally repairable. 

Umat.iafa.ct<>r:,-Uneervioeable and not eco
10 
10 
10 

•One ahi(t buia. 

Guide to Equipment Depreciation 



DEPARTMENT OF TRANSPORTATION 
DUPLICATING/COPYING EQUIPMENT INVENTORY 

Administration Regional Office Reporting Office/Facility Signature Date 

Bldg/Rm. 

DOT F 1710.6 (10-78) 

Manufacturer Model No. Accessories Dote Installed Owned Leased 

Average 
Pricing Monthly 

Plan Volume 

' 

---

.,, > ~r ..... a 
Ill 

0 = ........ 
- OQ 




