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SCOPE

l’hir chapter atetea general guidtliats aad procedurtm  for the
establishscat  and optration of centralized field duplicatiag  servicer
on a rtilburaabic  basis. There  l trvictt may be provided in ulti-
occupant Federal buildinga.

APPLICABILITY

Thle chapter is applicable to all txtcutivt agcncita that occupy
apace in or art prospective occupants of a arltioccupant  Federal
building Located ia the United St&tea.

TYPES UP CBRTRALfZED  PIELD DUPLICATING SERVlCW

With due regard for the  Govarnmtnt  Printing and Binding Regulations,
the  types of centralized field duplicating rtrvictr made available
by GSA to occupying igtncits in a Ftdtral building will be aa follovs:

Service8  will include various duplicating pro,ctsot8;  photographic
reproduction; photocopying, mailiug  lists, bindery l trvicts, and
other cloatly  related services as ntceraary.

Qualified sptcialista vii1 be available for advice and guidance
oa publications mnagtmtnt.

ECONOMIC  FEASIBILITY OF MRTRALIZRD  FIELD DW'LICATlNG  SBRVICES

Scheduling of Peasibilit'y  Studlea

1. Based upon available data on the proposed aizt, location, the
number of agtncita l chtdultd for occupaacy,  and other factors
pertinent to a propoatd atv Federal  building, GSA will determint
whether or not to provide for a ctatralfrtd field duplicating
plant in the apace directive covering the atw building.
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B.

C .

D.

E .

A feasibility ehldy  thereafter vi11 be scheduled  end coordinated
with the Pederel  building program of the Public Buildin~r  Service, -)--'
G%  80 U CO occur during Xhe period  folhv%r@  tha l ppmptiation
of funde by the Coryre8r  for eitc ecquirition  end prior to developlant
of fine1 working dravimo  for the buildi-.  The final daci8ion  to
provide ceatrelieed  f%eld  chplicating  remicoo  in l new Fe&r81
building uill be eebject  to oabrequeat  determi~tlon  by the
Adminirtrator  of General  Service8  baeed  upon the&u1 f~ibilW
E tudy  .

2. Fee8tbtliCr  8ccl)ter 9 be initiated  by GSA io axiN+  F*daal
buildiqgr,  S
88 for agr  bu$l=I

rtud  eta will be colrducted  in the 8r pattern=f
iqo.

IWlflcet~ ?bYibilL&y  Studies.
The Adminl8trator  of General Servicer, or hi8 authoris@  &8iPU,
vi11 g&v8 et lee8t 36 &98' notice to the hud of eech  l ⌧uuttw
l gtncy thet would be 8etvad  b9 8 propo8ad  cmntrelieed  field  &pl%-
ceting  plant, end will  request  the dco&tiaP  of ryency  repm8mUtiM8o

bitf8tfOn  Of Ieaetbllity  Stadie8

Each fearlibility 8tudy  will  be initietod with 8 gonate wmti.aa  of
de8igneted  agency feprweatetive8.

SUrveJ  of PuPlicetinf!s  Setice - Individn~l  Asencr *

Each  agency  covered by a fee8ibility  study will be feqrce8ted.  through
it8 &8SgaMed  local repreoentetiv8,  to complete  end ibrnirh  to the
l ppzmpriete GSA regiaml  office onecop of GSA lore 1927, Survey  of
RtpliCetiw  S8rViCa8  - IndWtduel Agemy  &&lblt%26-10-L).  Corpleted
GSA Four  1927 will  be bre two veako  from the dete  of reque8c.  when
neco88er7, reprmmentetivmr,  of the GSA regfonel  printi~ end publfcation8
activity will be l veileble to l uiet eaenciu  in tha caglotion  of the
GSA Porn 1927. Copies  uf the GSA Fora  1927 will bo  fumtihed  to the
.-- .-4-r il. ewe  ,*,.. ,
c&le tion ie mde.

8 -91 dftcc et !A* time the r8euut  for

Unifotr  S6bece All0uett~88

The 8pUCe  tequiteronts  for printing, dupliceting,  end related @quipPwnt
under individual agency  ~80 a8 compared to WC in l centralized fecility
will be buod upon uniform l pece allowance8  l pplted mqurlly  under
both couditiotu. The Table of Space Allmu 6tilieed  in Mking  thi8
Cqretim auulysjr  is 8et forth in Exhibit xZ6-10-2.
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Page  3 _ CENTEALIZED FIELD DUPLICATING SEEVICES _ 26010.2oA

F . Pooling of Equipment and Personnel

1. Arrangements will be made by the appropriate GSA regional office
with each prospective occupant of a new Federal building in which
a centralized field duplicating plant is to be artablished for
transfer to GSA, without reimburseacnt  to the contributing agencies,
of the duplicating equipment owned by such agencies which otherwise
would be used at that location. Photocopy and addressing
equipsmt, as well a6 reproduction equipment used in systems
operations, arsy be retained by mutual agreement with the owning

ageucies. Transferred equipment which is not used in the centralizec
plant will be held for a periad  of six months at which time it will
be disposed of by GSA in accordance with applicable regulations
governing. the disposal of excess property.

2. Personnel engaged in the duplicating activity of the affected
ageucy will be considered for transfer to GSA upon establishment
of a centralized plant, in accordance with civil service regula-
tions governing transfer of function6 8et forth in the Federal
Per6onuel  Manual.

3. Space for duplicating equipment in Federal buildings where use
of such equipment would duplicate the service6 provided by the
centralized plant will not be made available by GSA to occupant
agencies.

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

G . Determination of Peaeibilitv

The Administrator of General Service8 will determine the economic
feasibility of each proposed centralized field duplicating plant in
accordance with subsection 26-00-2%.  The Mrector of the Bureau
of the Budget and the head of each affected agency will be advised
of the Administrator's determination to establish a centralized
plant.

26-10-20 OPERATION OF CENTEALIZED FIELD DUPLICATING PLANTS

A . Continuity of Service

Each new centralized field duplicating plant will be established
in sufficient time to assure occupants moving into the building
that there will be uo interruption of duplicating service in
support of their program activities.

TN-m3 (7/2/65) GENERAL ADHINISTRATION
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(26-10-20 continued)
=X!RALIZED  PIELD  DOPLICATIK; SERVICES _ Page 4

B . Aunouncement 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 technical assistance on
reproduc  tfon problems;

3, A current price schedule; and

4. Procedures for obtaining service.

c. Appraisal of Operatious

1. The appropriate GSA regional office will appraise contiuually
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
Office and aust  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 services is taken.

GltNEBAL AIMINISTBATION ni-128  O/2/65  >
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INSTRUCTIONS FOR PREPARATION OF GSA  PORY 1927
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General Admlnlatration TABLE OF SPACE ALraWAmEs Exhibit X26-10-2

SPACE ALLOWANCES
PRINTING, DUPLICATING, AND RELATED EQUIPMENT

Allowances are based on a single machine operation up to 17-112  x 22-l/2
inches sheet size capacity and include related equipment.

Names of commercial manufacturers and trade names are examples only,
and their inclusion doea  not imply endorsement.

T h e 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.

Total Work- Storage and
ing Area Office Space Total

(*uare  Feet) (Square Feet) Square Feet

Cold Type Composing
Machines

(Such as Varitype. IBM
Executive, and Headliner)

Cameras - Process,  etc. ,
Lnciuding  Darkroom Space

20 Inches
24 Inches

Arc Lamp, Vacuum Frame,
and Whirler Unit for Plate-
making

20 x 24 Inches
26 x 3 0 Inches
3 0 x 4 0 Intihes

Off set Platemaking Unit,
No Darkroom Required

(Such as Itek. Xerox,
Ektalith, A-M 705, etc.)

Offset Lithographic Press
Small Table Models
lo-314  x 14 and 11 x 17 Inches
Tandem (lo-3/4  x 14 Inches)
14 x 20 Inches
I7  x 22 Inches

Stencil Proces6
Hand-operated
Power-operated

9 5 2 5 1 2 0

665 3 5 790
760 4 0 800

3 5 0 2 5 3 7 5
3 7 5 2 5 400
405 3 0 435

90

5 0 3 0 8 0
8 5 4f! 1 2 5

1 1 0 4 0 1 5 0
1 2 0 5 5 1 7 5
135 6 5 200

4 0 20 6 0
4 5 3 5 8 0

3 0 120



Total Work- Storage and
ing Area

(Squ&e  Feet)
Office Space
(Square Feet)

Spirit Process
Hand-operated
Power-operated

Cutter - Paper - Lever Type
Hand-operated
Power-operated (up to

35-112  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)
Smail
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. )

4 0 20 6 0
4 5 3 5 8 0

8 0 20 1 0 0

1 0 0 2 5 1 2 5

4 5

9 5
1 3 0

4 5

1 6

1 5

2 5
3 0

1 5

6 0

1 2 0
1 6 0

6 0

4 20

3 0 1 0 4 0
8 5 2 5 110

1 7 0 3 0 200

4 5 1 5 6 0

1 2 0 3 0 1 5 0
1 7 0 3 0 200
1 8 5 4 0 2 2 5

6 0 2 0 80
1 3 0 3 0 1 6 0

3 8
6 5

2 7

1 0
1 5

1 5

4 8
8 0

4L

5 0 3 0 8 0

Total
Square Feet

%~WERAE-A~STRATION
~~428  (7/2/65)



General Admini8tratioa
AGREEMENT FOR THE POOLING OF

* HBW TIv4.28 (?/2/65)


