) )
MANUAL. ,,.. GCENERAL ADMINISTRATION 26~10-~15
CART 26 . . Centralized Servicas

CHAPTER 26-10

CENTRALIZED FIELD DUPLICATING SERVICES

26- 10- 00 Scope

05 Applicability

10 Types of Cantralitad Frield Duplicating
Services

15 Economfc Ftaaibillty of Centralized
Field Duplicating Services

20 Operation of Qntralittd Field
Duplicating Pl ant s

26-10-00  SCCPE

This chapter states general guidtliats and procedures f or the
establishment and optration of centralized field duplicating_servicer
on a reiwbursable basis. These ® trvictt may be provided in mlti-
occupant Federal buildings.

26-10-05 APPLICABILITY

This chapter is applicable to all txtcutivt agcncita that occupy
apace in or art prospective occupants of a wultioccupant Federal
building Located 4m the United Statea.

26-10-10 TYPES UP CENTRALIZED FIELD DUPL| CATING SERVICES

Wwith due regard for the Govermment Printing and Binding Regulations,
the types of centralized field duplicating services nmde available
by GSA to occupying agencies ina Ftdtral building will be as follovs:

A, Services Wwll include various duplicating processes; photographic
reproduction; photocopying, wmailing |ists, bindery ® trvicts, and
ot her closelyrel ated services as ntceraary.

B, Qualified sptcialista wilt be available for advice and guidance
oa publications wanagement.

26-10-15 PECONOMIC FEASIBILITY OF CENTRALIZED FIELD DUPLICATLING SBRVI CES

A. Scheduling of Peasibility Studies

1. Based upon available data on the proposed size, |ocation, the
nunber of agemecies ® chtdultd for occupancy, and other factors
pertinent to a propoatd atv Federal building, GSA will determine
whether Or motto provide for a ctatralfrtd field duplicating
pl ant in the space directive covering the new buil ding.
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_CE7ALIZED PIELD DUFLICATING SERVICES ~Tagp 2

~(26-10-15A continued)

A feasibility study thereafter will be gscheduled end coordi nat ed
with the Pederal buil ding program of the Public Buildings Service,
GSA, so U to occur during the period following the ® ppmptiation
of funds by the Congress fOr site acquisitiom end pri or todevelopwent
of finel working drawingsfort he building. The final deeision to
Br ovi de centralized field duplicating services i N ¢ new Federal

ui I di ng will be subject to subsequent determinstion by the
Aduinistrator of Ueneral Services based UPON theformal feasibility
study .

2. Feesibiligy stugies ugO be initiated by GSA in existingFederal
buildings, Sucp atudjeta will becopductedin the same pattern
as for ney builyings,

B. Notification ggrggibui;z St udi es

The AdwinistratorofCeneral Servicer, orhi 8 suthorized designee,
will give ctleast 30 days' notice to the hud of each® XIGG¢4e

® gtncyt het woul d be sexved by a proposed centralized field dupli-

cating pl ant, end will request t he designation Of agency representatives.

C. 1Initistion Of Pemsibility Studies

Each feasibility study will be initietod with & general wmeetingof
designated agency representatives,

D. Survey of Duplicating Services e Individual Agency

Each agency covered by a feasibility study Wi | | be requested, t hr ough
its designated| ocal represeatative, t0 complete end furaish t 0 the

® ppznpriete GSA regiunal Of fi Ce omecopy Of GSA Porm 1927, Survey of
Duplicating Services « Individusl Agency @xhibit X26-10-1). Completed
GSA Forms 1927 will be due two weeks from the dete of requesc. When
necessary, representatives oft he GSA regional printing end publications
activityW | | be ® veileble to® ssistagencies i N the completion of the
GSA Form 1927. Cupies uf the GSA Form 1927 wil| be furnished io the

e _pdnm Be see st 4 oan] a€éftce el the tiNME the reauest for

comple L 0N is made.

E. Uniform Space Alluwances

The space requirements for printing, duplicating, end related equipment
under individual agency use as conpared to use in e centralized faeility
will be based upon uniform® peceallowances ® pplted esuully under

bot h conditions., The Tabl e of Space Allowsnces utilizedi n making this

comparative analysisis get fOorth i n Exhi bit X26~10e2,
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Page 3 .

CENTEALI ZED FI ELD DUPLI CATI NG SERVICES . 26-10-20A

F.

Pooling of FEquipnent and Personne

1. Arrangenents will be made by the appropriate GSA regional office
with each prospective occupant of anew Federal building in which
a centralized field duplicating plant is to be established for
transfer to GSA, without reimbursement t0 the contributing agencies,
of the duplicating equi pment owned by such agencies which otherw se
woul d be used at that |ocation. Phot ocopy and addressi ng
equipment, as wel|l a6 reproduction equipnent used in systens
operations, may be retained by mutual agreement W th the owning

agencies, Transferred equi pnent which is motused in the centralizec
plant will be held for a periad of six nonths at which tine it wll
be di sposed of by GSA in accordance with applicable regulations
governing. the disposal of excess property.

2, Personnel engaged in the duplicating activity of the affected
agency W || be considered for transfer to GSA upon establishment
of a centralized plant, in accordance with civil service regul a-
tions governing transfer of function6 set forth in the Federa

Personnel Manual

3. Space for duplicating equipnent in Federal buildings where use
of such equi pment woul d duplicate the service6 provided by the
centralized plant will not be made available by GsA tooccupant
agenci es.

4. The format of Agreenment for the Pooling of Equipnment and
Personnel is prescribed in Exhibit X26-10-3.

Determnation of FPeasibility

The Administrator of General Service8 will determine the economc
feasibility ofeach proposed centralized field duplicating plant in
accordance with subsection 26=00-20G6, The Director of the Bureau
of the Budget and the head of each affected agency will be advised
of the Admnistrator's determnation to establish a centralized

plant.

26-10-20 OPERATI ON OF CENTEALIZED FIELD DUPLI CATI NG PLANTS

A

Continuity of Service

Each new centralized field duplicating plant will be established
in sufficient time to assure occupants noving into the building
that there will be no interruption of duplicating service in

support of their program activities.

TN-128 (7/2/65)
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C*-TRALIZED FIELD DUPLICATING SERVICES . Page 4

(26-10-20 continued)

B. Aanouncement Of Centralized Services

The appropriate- GSA regional office will announce the availability
of a centralized field duplicating plant approximately 90 days in
advance of its activation including:

1. The date service will be available;

2. The services to be furnished, including t echni cal assistance on
reproduc tfon problems;

3, A current price schedule; and
4. Procedures for obtaining service.

C. Appraisal of Operations

1. The appropriate GSA regional office will appraise contimually
the operation of each centralited field duplicating plant.
Proposals to expand, modify, or discontinue a centralized
plant shall be made to the appropriate authorities inthe Central
Ofice and must be supported by all pertinent information.

2, The Administrator of General Services will give a minimum of 90
days ' notice to the heads of agencies concerned before any
action to curtail or discontinue centraliscd servi ces i s taken.
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General Adainistration

GSA PORM 1927

B e e T N B R S

Exhibit X6-10-1
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Exhibi t X26-10-1
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INSTRUCTIONS FOR PREPARATION OF GSA PORY 1927

PREPARED BY. Enter the signature and hile of the individual prepauing the fom,
TELEPHONE NO. Enter the complete telephone number of the individual who-ran be contacted reqarding preporation of the torm.
DATE PREPARED. [nter dotr prepared.
SLOCK 1, DEPARTMENT OR AGENCY. [nter name of depatiment or agency.
BLOCK 2, ORGANIZATIONAL UNIT. [later utle of argmizational -t
SLOCK 3, ADDRESS. |inter cvunplere udkdue,
SLOCK 4, PRESENT REPRODUCTION EQUIPMENT.
h {ated 1, in use o1 i storaye, e ollset, mmaograph, cnligtor,

a1 ESCHIFTIQN OF EQUIPMENT. | tes names of all rep ten md reiated eq
lolder, etr. NOTE: Indicate jtems stored by adding (8).

. ANUFACTUHER. Enter nome cf manuiocturer for each piece of equipment, i.e. Addressoqraph-Multilith Company, A.B. Dick Company, etc.

. YEAR ACCUIRED. Enter the year each piece of equipment was ocquired.
4531, Enter present age 1n yenrs of equipment.
. CONDITION CODE. Enter appiopriate condition code. (See footnote. )

{. SERIAL N Enter senial sumber {or each piece of equipment.
for ofiset press "]10¢14,” for mimeograph machine *8-1/2x14,° for folding machine

o

k]

4. MODEL SIZE. Enter model size ol equipment, 1.e.,
"14%0."
h. MODETL N Fnter medel numbet to! each piece uf equpanent .0, 1290 tor offset press, 100 for muneograph machine,

1. JRIGINAL ACQUISITION COST. Lnter the cost [or each prece al equipment.
CSTIMATE D CURRENT VALUC. Eater the estiated current dollar value foc each piece of equipment.
BLOCX 5, PERSONNEL ASSIGNED TO REPRODUCTION ACTIVITIES.
. POSITION TITLE. Enter position t.tefor each employee assigned to tepraduction activity, specily supetvisory, operating ot clerical.
o LHADF. Enter the Gener - Scheduls (G3) of Wage Board (WE ~r WB), '
ANUAL SALARY ATH . [nte: the annuwal solany rate,
L UPARER LT FULL- VIME DOSITICHS, Finter the number of full-time positions assigned to the reproduction activity.
ART.TIMET POSITIONZ. Enter the number of part-time pos:tions assigned to the reproduction activity.
f. LUSTIMATIID PERCENT UTUIZATION. Entet the estimated percent of Lime spent by part-lime employens n reproduction activities.
BLNCK 6, SPACE REQUIRED FOR REPRODWTIO“ ACTIVITIES (Se. #1.).
3. NQUIPMENT. Frter the numpe: of  juare feet required for all equipment 1n use.
b SUPPL.Y »TORAGE. Lalet the number of sjuare feet of space 1equired for supply storage necessary for the repradurtion activity.
. OFFICFE. Fnter the square feet of space required tor office space :einted to the reproduction activity.
1. TCTAL. Enter suw of o, b, und -,

BLOCK 7, ANNUAL PRODUCTION AND MANPOWER REQUIREMENTS.
g:in. COPY PREPARATION. Enter number of jobs processe:d, number of pages prepared, and man-hours expended in lines {1) b, ¢, and d.
a{2. CAMERA. Enter nunwer of jobs processed, number of neyatives mode, and man-hows s expended in lines (2) b, ¢, and 4.
a(3). PLATLMAKING. Enter numbet of jobs processed, number of plates made, and man-hours expended in lines (3) b, ¢, and d.

3(4). OFF% T. Eater size of offset press, number of jobs processed, ber of plates run, ber of press impressions printed, and man-hours ex-
pende! ir [ines (4) a, b, ¢, and d.
a(Y). STEN:IL. Enter number of obs processed, number of masters run, number of ‘machine impressions printed, and man-hours expended in [ines
(5) b, =, und d.
u {6). HECTGAAPR. Enter number of jobs processed, numbes of masters run, numbes of impressions printed, and man-hours expended in lines
(6) b, ¢, ond d.
a{7. COLLATING (Hand).  Enter number of jobs processed, number of sheets collated by hand, and man-hours excended in lines (7) b, ¢, and d.
a{8). COLLATING (Machine). Enter number of jobs processedd, nuinber of sheets collated by machine, mi man-hours expended in lines (8} b, ¢, and d.
a{9). STITCHING. Enter ber of jobs p d ber of cupies stitched, and man-hours expended 1n lines (9) b, ¢, und d.
a (10). FOLDING. Enter number of jobs processed, number of sheets folded, and man-hours expended in lines (10) b, ¢, and d.
ayll) end (1.'). OTHER (Specify). Enter any operation not provided for atove, «md the appropriate information for each.
LEREKS AII;FI(ESXNS.d Enter number of jobs processed, numler of machine impressions, number of plate chunges, and man-hours expended in lines
{ b, ¢, and d.
a (14). WHITEPRINT. Enter number of jobs processed, number of prints made, ond man-hours expended in lines (14) o, ¢, and d.
a (15). PHOTOSTAT. Enter number of jobs processed, number of prints made, and man-hours eipended in lines (15) b, ¢, ond d.
a (16), (17), ond (18). OTHER (Specify). Entet any op=ration not provided for above, an the appropriate information for each.
BLOCK 8, ANNUAL DOLLAR YOLUME OF PROCUREMENT FROM COMMERCIAL SOURCES OR OTHER FEDERAL AGENCIES.

a (1) and (2). PRINTING AND DUPL'CAT!NG Enter the name of ecch com«clal and/or Federal agency from which printing and duplicating is pro-
cured, and the 1 doliar vol pended for such pr

b (1) and (2). PHOTOGRAPHIC. Enter the name of sach cnmmemal md/or Federal agency from which photographic service 18 procured, ond the
annual rollar volume e ded for such p

BLOCK 9, REMARKS. Fnter number of individual jobs processed (number of individual requisitions, work orders, etc.).
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CGener al Administration

TABLE OF SPACEALLOWAMCES

Exhi bit X26-10-2

SPACE ALLOWANCES

PRINTING, DUPLICATING, AND RELATED EQUIPMENT

Allowances are based on a single machine operation up to 17=1/2 x 22«1/2

inches sheet size capacity and include related equipment.

Names of commercial manufacturers and trade names are examples only,

and their inclusion does not imply endorsement.

The allowances include the following:

Total Work Area:

1. Actual square feet of the area occupied by the equipment;

2. Work area required to operate and service the equipment; and

3. Aisle area required to transport supplies and completed work to

and from the equipment.

Storage and Office Space:

1. Storage area needed for working supplies and normal backup

stock; and

2. Office area required for paperwork support of material produced.

Cold Type Composing
Machines

(Such as Varitype. IBM
Executive, and Headliner)

Cameras =« Process, etc.,

Including Darkroom Space
20 Inches
24 Inches

Arc Lamp, Vacuum Frame,
and Whirler Unit for Plate-
making
~20 X 24 Inches

26 x 30 Inches

30 x 40 Inches

Off set Platemaking Unit,
No Darkroom Required
(Such as Itek. Xerox,
Ektalith, A-M 705, etc.)

Offset Lithographic Press
Small Table Models

10-3/4 x 14 and 11 x 17 Inches
Tandem (106-3/4 x 14 Inches)

14 x 20 Inches
17 x 22 Inches

Stencil Process
Hand-operated
Power-operated

Total Work- Storage and
ing Area Office Space Total
(Square Feet) (Square Feet) Square Feet

95

665
760

350
375
405

90

50
85
110
120
135

40
45

25

35
40

25
25
30

30

30
40
40
55
65

20
35

700
800

375
400
435

120

80
125
150
175
200

60
80
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Exhibit X26-1G-

rage 2

Total

ing Area
(Square Feet)

Storage and
Office Space
(Square Feet)

Total
Square Feet

Spirit Process
Hand-operated
Power-operated

Cutter - Paper « Lever Type
Hand-operated
Power-operated (up to
35-1/2 Inches)

Collating Machine
Manually-operated
Power-operated
Small Office Type
Sheet and/ or Signatures

Drilling Machine « Paper - Power

Jogging Machine - Power-operated

Folding Machine

Table Top (up to 14 x 20 Inches)
Power (up to 14 x 20 Inches)
Power (over 14 x 20 Inches)

Stitching Machine - Power
(Floor -type, Heavy-duty)

Copy-Processing Machine =
Hand-operated or Continuous
(Such as Photostat, 914 Xerox)
10 x 14 Inches

14 x 18 Inches

18 x 24 Inches

Whiteprinting Machine (Diazo)
Small
Large (30 to 54 Inches)

Drier, Photo, Print and Film
Table, Electric or Gas
Floor, Electric or Gas

Packaging and Tying Machines

Addressing and Mailing Machines
(Graphotype, Addressograph,
Elliott, etc. )

40

45

80

100

45

95
130

45

16

30
85
170

45

120

170
185

60
130

38

65

27

50

20
35

20

25

15

25
30

15

10
25
30

15

30

30
40

20
30

10

15

15

30

60
80
100

125

60

120
160

60

20

40
110
200

60

150

200
225

80
160

48
80

42

80
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AGREEMENT FOR THE POOLI NG OF
Gener al Adni.nistntiog EQUIPMENT AND PERSONNEL Exhibig X26-10-3

Name
Agency
Address
Dear
During the pariod through , thia office conducted a study to d ine the feasibility
of blishing a iized duplicating {printing) facility in the {new) Federal building at .
Based on the resuits of this atudy, the G 1 Services Admini tion i ds to establish a centralized
facllity to esrvice al] occupants of the building.
At the time of the study, you pletsd and submitted to thia office GSA Form 1927, Survey of Duplicating
Services - Individual Agency, indicating that you were using the following equipment: (List)
{Use the following t if applicable:)
The survey form also sh d that you 1 L grade) in your duplicating activity.
At the time the ceatralised facility is -ouhu-hnd GSA will eouldcz acceptance of this {these)
ployee(s) in d with civil service regulati 5 ' fer of functi set forth

in Ihn Federal Personnel Manual.

Although phato copyhg lad tddrollh. services will usually be offered by the new facility, such equipment

may be dby ag: In additi reproduction equipment used in syatems operations
alao may be r d. H , in keeping with the concept of a single centralized service and in accord-
ance with Sections 201{a}2), (3} of the l‘cdcul Property and Administrative Services Act of 1949, as

ded, and with B of the B Circular No. A-68, authorization is requestad to pool all other

reproduction equipmaent reparted awn withoyt reimbursement to the new facility at the time of the move.
Our ataff will work closely with members of your oifice to effect an orderly transfer and continuous
P to isfy your duplicating (printing)} requirements.

1t would be apprecisted if you would authorize or secure the nppropriun authorisation in the space provided
below and return two (2} copies of this letter na later than

[« 1 Services Administration

By: .
xlulimt iqlmi iﬁi—iuiriiur
for Finance snd Administration

Transfer of the equipment listed above in Accordance with the terms of this letter is acceptable.

{Agency Name)

{Signature)

(Title)

{Dute)

{if appropriate:}) Acceptance by GSA of the following employee also is to be planned:

Name

Address
Grade and Position

Annual Salary
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