Office Depot Print  -on-Demand Guidelines

Print -on-Demand ordering is allowed year -round (no year -end deadline) provided that the
orders are placed online, and ideally is for lar ge-volume print jobs or those print jobs
requiring special ty paper, finishing/ binding, etc . The on -campus MFDs (Multi -Function
Devices) are for small print jobs on plain white paper with no finishing requirement s.

The online process is in place for the following reasons:

X To save the college money
0 We have contract pricing that  will not be captured on orders placed at the stores
o0 We have a rebate based on online purchase activity 2this saving is lost if printing is
generated at store locations
X To ensure the security of the documents
0 The print facilities are closed facilities 2 securi ty of documents is guaranteed
o0 Store printing does not  guarantee the security of the documents
x To facilitate access
o Orders can be made at any time (24/7) from any computer that has internet access
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Orders placed online are delivered in approxima tely three (3) business days to the Mailroom. Your
expected delivery date will be given to you by Office Depot when they call to review your order.

Contacts for the Mailroom are:

x staff members (daytime)
X night dean (evening)
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