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Copier Utilization 

Procedure Number 324 

Effective Date  October 1, 2019 
 

1.0 PURPOSE 
 
This rule addresses utilizing copy machines located throughout the University of 
Arkansas - Pulaski Technical College’s campuses by faculty and staff.  Copy machines 
are available for business and official use only. Copying personal materials is strictly 
prohibited except as noted below. Coin-operated machines are to be used to copy 
materials personal in nature. 

 
 2.0 REVISION HISTORY 

 Adopted on: 
 Revised on: 
 September 15, 2019 
 

3.0 PERSONS AFFECTED 
 

All UA-PTC faculty and Staff 

4.1 DEFINITIONS 

5.1 PROCEDURE 

Publications such as books, manuals, how-to pamphlets for obvious resale and any 
copyrighted material without express permission of the publisher should not be 
copied on the College’s copy machines. Neither should commercial materials 
(letterheads, business cards, invoices, etc.) should not be copied. 

 
Exceptions: 
1. Copies for service organizations of which faculty or staff are members can be 
reproduced. The College encourages this type of community service. Community 
service organizations include such groups as Boy Scouts, Girl Scouts, service clubs, 
United Way, etc. 

 
2. Resumes, dissertations (class work only; not manuscripts for resale), work for 
groups such as SACUBO, AATYC or similar organizations where faculty and staff hold 
office can be reproduced. 

 
During tax season one copy of an individuals’ state and federal return for those employees who do 
not file electronically can be reproduced. 
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