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POLICY AND PROCEDURE

Title:			MEDIA SERVICES DEPARTMENT
Policy No.:		2.11
Department:   	Institutional Advancement
Contact:		Manager, Media Services

Policy 
Media services has the responsibility of providing graphic, visual, stylistic, and content consistency on all printed materials and public information for coordinating campus-wide printing and copying needs. 

A primary purpose of the media services department is to coordinate and enhance the production of institutional marketing materials such as brochures, flyers, pamphlets, business cards, forms, invitations, stationery, posters, envelopes, and the like.

Media services provide copying, graphic designing, advertising, editing, photographing, and other print shop services as needed for the college.  Media services also oversee catalogs, class schedules, brochures, photo opportunities, fliers, and PowerPoint presentations.

Procedures
	1.0  Media Services Operations.  


Media services handle the design, printing, and copying needs of the college.  All printing requests, whether to be produced on campus or procured from an outside vendor, are to be sent to media services.

When an individual or department identifies printing or copying needs, requests are forwarded to media services to discuss options.  Although departments or individuals are permitted to design forms and write copy, the staff of media services is equipped to assist with graphic design and text.  Because media services produce all informational products, the most current information is available at all times.  

College personnel are encouraged to take advantage of the artistic and writing services available from media services.  

Once design options are determined, a media services work order will be completed for design jobs.  The form details the specifications of the job and the timing requirements.  The form also includes an evaluation form to be completed by the department or individual once the project is completed.  The evaluation covers timeliness, quality, design and print recommendations, and courteous service.  The evaluation helps the department meet the college’s needs.
 
Logo Usage.  The college logo is the official symbol used to represent the college. Often, the first contact someone has with the college is through printed materials. Logo usage keeps these materials consistent.  Please consult the media services for the design of all printed materials and use of the logo.  The logo may not be overprinted, ornamented or altered — unless approved through the office of institutional advancement.  

Copying.  For jobs which require copying, the media services copying form must be completed. 

Copyright.  It is the policy of Great Basin College to comply strictly with the copyright law of the United States, Title 17, United States Code.  Media services will refuse to accept a copying order if, in its judgment, fulfillment of the order would involve violation of copyright law.

Hours of Operation.  Media services personnel are available during the following hours of operation: 8 a.m. to 5 p.m. Monday through Friday during the academic year. Access to the copy machines, located in media services for self-users, is available from 7 a.m. to 9:30 p.m. Monday through Friday.  Media services observes summer hours as posted each year.

In House Billing Practices.  Billing for media services is subject to changes in costs and other factors.  Please contact the department for a pricing schedule for the current year.

Printing and Copying for the General Public.   As resources permit, media services staff may assist non-profit community groups, churches, private organizations, government organizations and college personnel with personal or business projects.  Media services will invoice any individual or organization for all materials, equipment costs, overhead, design fees and labor.  Media services will perform all services in-house and will not produce any documents for any of the above mentioned individuals or organizations that contracted with an outside design service.

Prices will be set at a fair market amount.  It is not the intention of the Media Services Department to compete with private business.  Any projects that are not college-related must first be submitted in writing to the director of institutional advancement or a designee for approval.

Examples of the types of projects which may be handled are the following:
· Designing and printing stationery, invitations, posters, tickets, programs, etc.
· Copying
· Binding

The cost for projects which are not college related will be calculated using a three tiered cost matrix:
· Private Organizations, Cost + 150%
· Church and government organizations, college personnel, Cost + 75%
· Non-profit and service organizations, Cost + 30%

The director of institutional advancement may authorize the waiving of some or all fees for organizations with close relationships to college activities.  An example might be a service organization holding a fund-raising event for scholarship awards.

Booklets and handout materials for students.  In order to recover copying costs, instructors are encouraged to prepare their supplemental booklets and/or extended syllabi with handout materials through media services for the intent of purchase by the students.  Media services will then copy, assemble, and deliver the document to the bookstore for purchase.  A two week notice for each job is required.  The minimum page count is 50.

Costs:  Black and White & Color.  Up-to-date costs for copying may be obtained from the media services office.

Special paper costs.  The college supplies standard copying paper (white and colored) at no charge to departments. This paper is known as “state” paper and is purchased at a reduced rate.  However, other papers are available at media services for purchase.  This includes quality text weight, cardstock, transparencies, letterhead, envelopes, mailing labels, badges, and certificates.  Clients are encouraged to discuss paper options with the staff.  Fees are available at media services.

	2.0  Services for the General Public


As resources permit, the media services staff will assist community non-profit organizations and college personnel with personal projects.  Special rates, based on reduced current market rates, are available that enables media services to recoup costs of all materials used and equipment usage costs/labor while augmenting college revenues. Fee schedules are available in the media services office

Examples of the types of projects which may be handled are the following:
	■	Designing and printing stationery
	■	Designing and printing invitations
	■	Copying
	■	Binding

Billing.  Personal and public charges are invoiced with every copy/paper request.  Payment is due and payable at the time of delivery unless other arrangements have been made by the media services manager.  Invoice copies are given to the purchaser, controller’s office, and media services.

College departments are charged for the project upon completion.  A Work Order Request/Authorization Form for each project is required.  Media services then accumulates the charges for each department over a period of one month.  If the total is over specified amount for the one month period, then a Transfer of Funds is sent to the account authorization holder for signature.  The spreadsheet details the purchases over the one month period.  

At the end of the fiscal year, all accounts will have a Transfer of Funds sheet prepared to clear out for the fiscal year.

	3.0  Archive Photographs and Images


Original archived and digitally stored photographs and images are the property of and are controlled by Great Basin College.  Digital copies of requested photographs and images may be provided to individuals and organizations outside the college.   

If an individual or organization wishes to use a photograph or image under the control of Great Basin College, media services may provide a digital copy of the photograph or image.  The individual or organization will be charged according to media services billing charge schedule, which may include research and processing fees.  The billing schedule is available in the media services office.  In accordance with billing procedures, media services may also charge for research of particular individuals or events that do not relate to the business of the college. 
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Approved by PC on July 24, 2007
Contact the assistant to the president for any questions, corrections, or additions.
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