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DIVISION ORDER 5600.8E

From:To:

Commanding General
Distribution List

Subj:

STANDING~ OPERATING PROCEDURES FOR REPRODUCTION MATTERS

Ref:

(a) MCO P5600.31G(b) 
DivO 5213.7C

(c) SEC~rAVINST 5603. 2C

Encl:

(1) Prirlting Management Program
(2) Definitions and General provisions
(3) Items that are not to be reproduced or copied
(4) Inst~ructions for operation and submitting material to

Division Reproduction
(5) Inst~ructions and sample for Work Request (DD 844)
(6) Inst~ructions and sample for Dummy Layout (DivForm 0107)
(7) COpy' Machines

Report Required: Reproduction Statistical Records, Enclosure (1)
Paragraph 1 (i)

1. 

Pu~ose. To amplify the provisions of reference (a) and (b)
regarding regulations and policies relative to printing,
duplicating and reproduction within the 3d Marine Division, and
the operation of the Division Reproduction Section.

2 Cancellatic~. Diva 5600.8D.

3. Background. The Division Reproduction Section is organized as
an element of Headquarters and Service Company, Headquarters
Battalion, functioning under the Staff cognizance of the DivisionAdjutant. 

The mission of the Division Reproduction Section is to:

a. Provide! printing and reproduction support to the Cormnanding
General, general staff sections and special staff sections for the
Divison Headquarters.

b. Provide printing and reproduction support to subordinate
commanders, for those requirements which are beyond the capability
of the commander to accomplish through the organic reproduction
capability of the unit.
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c.
Division

Provide tactical printing and reproduction support to the
I and it:s supporting units.

d. Perform as a clearing agency for referring specialized
printing and reproduction matters to higher and adjacent commands

4. Information. This Order is applicable to all production ofprinting, 
duplic:ating or reproduction by any method.

a. The Staf:f Noncommissioned Officer in charge of Division
Reproduction is designated as the Division Printing ManagementOfficer. 

He is responsible for all functions pertaining to the
Printing Managenlent Office. He will further be responsible for the
Operation of th~! Division Reproduction Section, and will receive,
program and finish,- printed material subml itted to Division

Reproduction for processing.

b. The Printing Management Program ~or the 3d Marine Divisionis 
outlined in enclosure (1).

c. Definitions of printing terms and general provisions of
regulations applicable to Division Reproduction are contained in
enclosure (2).

d. Items wb.ich CAN NOT be copied or reproduced are indicated
in enclosure (3).

e. Work requests for printing and duplicating services to be
performed by Div"ision Reproduction will be submitted in accordance
with enclosure (4). Form DD 844 will be used for printing services
Division Form 01.07 will accompany DD 844 when necessary, for
multiple page printing or duplicating. Instructions for the
completion of required forms are contained in enclosure (4). Forms
may be procured through normal sources of supply.

5. 

Actionwill: Org'anizational Commanders and Division Staff sections

a. Comply with reference (a) and this Order in the conduct of
local duplication and reproduction operations, and in the control
of materials submitted to Division Reproduction for processing.

b. Appoint a Printing Management Officer, who will coordinate
all requests for printing, to ensure compliance with reference (a)
and this Order and prevent duplication of effort of waste ofmaterial.

2
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c. Provide a list of organizational Printing Management
Officers down to battalion level to the Division Adjutant (Attn:
Division Printing Management Officer).

._/

AID

DISTRIBUTION:

3
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PRINTING MANAGEMENT PROGRAM

1. 

printinq Management Program. Each organization will appoint
a Printing Management Officer who will:

a. Be responsible for administering the Printing Management
Program within each activity or organization.

b. Review and coordinate all printing or duplicating requests
for necessity, current applicability, judiciousness or purpose and
accuracy to ensure against duplication of effort or waste ofmaterial.

c. See that equipment under his control is operated in
accordance with paragraph 2207 of reference (a) and enclosure (7) of
this order.

d. Establish and maintain a scheduled preventive maintenance
program for all printing/duplicating and copying equipment, including
office reproduction devices in the jurisdiction of the organization.

e. Maintain an inventory of all printing, duplicating,
photocopying and reproduction devices under the jurisdiction of
the organization.

f. Be responsible for reviewing and providing technical advice
to the organization regarding all requests for procurement, rental,
transfer, storage, disposal and use of printing, and reproductionequipment.

g. Obtain prior authority to purchase, rent, transfer or
exchange printing/duplicating and copying equipment (excluding
Table of Equipment. items). Submit authorization requests, prepared
in accordance with reference (a), paragraph 2111.1 (a through f)
including those requested by nonappropriated activities. Requests
must contain an endorsement from the organization's Printing
Management Officer, concerning justification and must be submitted
via the chain of command to the Division ~djutant (Attn: Divison
Printing Management Officer).

h. Annually, on 1 January submit the Reproduction Report for
each item of plant account equipment (see page 3 of this enclosure).

2. Printing Management Res£onsibilities. The Division Printing
Management Officer is responsible for all functions pertaining to
Printing Management. In addition he shall:

a. Maintain technical direction over the preparation,
production, and/or procurement of printing and/or reprographics.

ENCLOSURE (1)
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b. Maintain technical direction over printing and reprograhics
equipment under the jurisdiction of the activity or organization.

c. Establish and maintain a scheduled preventive maintenance
program for all printing and reprographic equipment under the
jurisdiction of the activity or organization.

d. Maintain an inventory of all printing and reprographic
equipment authorized as a part of a printing plant or mobile unit and
be responsible for ensuring the timely submission of equipment and
required production reports.

e. Be responsible for reviewing and providing technical advice
to the command regarding all requests for procurement, rental,transfer, 

storage, disposal, and use of printing and reprographicequipment.

f. Review all requests for printing for legality and necessity.
Certify all requisitions/contracts for commercial field printing,
prior to procurement. Upon completion, requestor will forward three
(3) copies of contract field printed material to Division
Reproduction for a quality check for vendor performance and retention
of copies to satisfy the Joint Committees on Printing or Commandant
of the Marine Corps inquiries.

g. Conduct surveys of procedures and equipment utilized by
organizations; evaluate findings and recommend changes to improvequality, 

simplify operations, reduce costs and improve utilization of
personnel and equipment.

1)ENCLOSURE
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FORMAT FOR SUBMISSION OF REPRODUCTION REPORT

From:To:
Commanding General, 3d Marine Division
(Attn: Printing Management Officer)

REPRODUCTION REPORT SUBMISSION OF

(a) 

Diva 5600.8E

Responsible Officer, Location, Phone Number, (Sub)1

Period covered

2.

Equipment Ident{fication:3.

a. 

Plant account number:

b. 

Serial number(s):

c. 

Nomenclature, make and model:

TIE Rentedd. Base owned
(Check one)

4. Equipment Location

Camp:

a

b. 

Building/Room number:

c. 

Telephone nu~er:

Volume/type of reproduction:5.

a. 

Number of office copies:

b. 

Total number of reproductions:

c. Maximum number of copies normally reproduced on oneoriginal:

ENCLOSURE (1
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DEFINITIONS AND GENERAL PROVISIONS

1. PRINTING. Includes and applies to the process of composition,plate-making, 
press work and binding; and copy which requires

enlargement, reduction or the use of photomechanical means to obtain
the medium fro~1 which multiple copies will be produced. In addition,
all common proc=esses of reproduction, including office type
duplicating mac=hines, as well as with screen processes, when used as
a substitute for common process of reproduction, are considered asprinting.

2. 

DUPLICATINCi. Duplicating should be construed to include the
material produc:ed on single unit duplicating equipment not larger
than 11 by 17 j,-nches. Not more than 5,000 production units shall be
produced of any page and items consisting of multiple pages shall not
exceed 25,000 production units in the aggregate. Installations which
have offset duplicators but do not have printing plant authorization
are not authorj.zed to print plates made from reusable contact
negatives and or positives prepared with a camera requiring adarkroom.

3. 

REPRODUCTIClli. This term is defined as denoting material produced
by particular t:ypes of equipment and printing processes in the
likeness of the original document or proportionally larger or
smaller. Reprociuction may be either "printing" or "duplication",
depending upon the equipment employed in the process and/or whether
the work is pe]:-formed in an authorized "printing plant" as defined in
paragraph five (S) ~elow.

4. PRINTING PRODUCTION UNIT. A "production unit" means one sheet,
size 8 1/2 by JL1 inches, one side only, one color. The same criteria
applies to printing on the reverse side of such a sheet.

5. 

FIELD PRIN1~. Field printing is all printing defined above,
which originates and is for use primarily in the geographical area oforigin. 

Such printing may be produced in authorized federal plants
{Division Reproduction} or produced commercially as contract fieldprinting.

6. CONTRACT PF~INTING. Contract Field Printing is all "field
printing" as defined in paragraph five (5) above, procured from
commercial SOUJ:'ces. All contract field printing must have the
approval of the Division Printing Management Officer.

7. 

GENERAL PREVISIONS. The following general provisions are
applicable to Divis~on Reproduction and are stated for guidance

ENCLOSURE (2)
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a. Legality and Necessity. No printing, binding or blank book
work shall be done unless authorized by law. All printed matter
issued shall be devoted exclusively to the mission which the 3d
Marine Division :Ls required to undertake, and shall not contain
matter which is unnecessary in the transaction of public business or
matter relating 1:0 work which any other branch of the government
services is authorized to perform. All printing and binding shall be
done only upon certification that such work is pecessary for public
service.

b. Color Pr:Lnting. Printing or duplicating in two or more
colors is prohib:Lted except for classes or work wherein additional
colors provide a functional value. Example: The use of another color
in addition to b:Lack would be considered functional to depict the
flow of current :Ln a writing diagram. The use of broken lines,
varied l.ine weights or screen material (shading, tints) would serve
the same purpose.. The Printing Management Officer has the finaldetermination.

c. Standard Jforms. The local reproduction or printing in whole
or in part of an)! numbered standard or departmental form isprohibited, 

such as u.S. Government Standard Forms, NAVMC, DD, NAVSO
etc., in whole OJ::' in part is prohibited except when speciallyauthorized. 

Department forms may be reproduced for instructional
purposes provided the word "SAMPLE" Is overprinted on each copy,
thus nullifying :Lts use for the basic purpose of the form (not
applicable to other publications to denote proper use of forms).

d. Letterhecid Stationary: and Memorandum Forms. Letterhead
stationary may be requested in accordance with paragraphs 2212, 2413,
2414, 2415 of rej:erence (a), Memorandum forms will be prepared in
accordance with I?aragraph 2221 of reference (a), for the Commanding
General, Assistant Division Commander, Chief of Staff, Regimental
Commander, The D:lvision Sergeant Major, and heads of the general
staff sections only. For other purposes, the OPNAV 5216/144
Department of thE~ Navy, Memorandum form shall be utilized.

e. Commercicil Advertisement. No Marine Corps Publication or
other printed ma1:ter prepared or produced with government funds or
identified with cin activity of the Marine Corps shall contain any
advertisement iru3erted by or for any private individual firm or
corporation; or (::ontain material which implies in any manner that the
Government (Marine Corps) endorses or favors any specific commercial
product, commodity, or service.

E~NCLOSURE ( 2 )
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f. Private or Commercial Work. No work of a private or
commercial nature may be accomplished a any Marine Corps printing
plant or facility even though the gover ment is reimbursed therefore.
When appropriated funds are used to cre te information forpublication, 

the printing and binding 0 that information is subject
to the provisions of Title 44, U.S. Cod, Section 103 and 501. Such
information shall not be made available to a private publisher for
initial publication without the prior a proval of the Commandant of
the Marine Corps (Code HQSP).

g.

Co ri hts and use of Co d Materials.

(1) Copyright. Subject matter nd duration of copyright
under United States copyright law, orig nal works of authorship
(published or unpublished) are automati ally copyrighted when fixed
in any tangible medium of expression. opyright normally endures for
the life of the author plus 50 years, 0 75 years from the first
publication if the author can not be id ntified. Works prepared by
employees of the U.S. Government as par of their official duties are
not, however, copyrightable. Common wo ks of authorship which are
subject to copyright, include literary orks (work expressed in words
or numbers); pictorial and graphic work

(2) CoDvriqht Infrinqements. A a general proposition,
copyrighted works may not be used witho t permission of the copyright
owner, unless the particular use is out ide the rights of use granted
to the copyright owner by the law, or u less covered by one of the
many complex and narrow exceptions, pro ided by the copyright law.
An infringement user is liable for mone ary damage and the U.S.
Government has no general exemption fro copyright infringement
liability. Government employees are no , however, personally liable
for copyright infringements occurring i the performance of theirduties.

(3) Use Without Permission. In the event that a copyright
owner can't be located, or refuses to r ply or grant permission or an
offered permission is doubtful scope to cover the intended use, the
activity should consult Navy Patent Cou gel to confirm whether
material covered has a valid copyright nd for advise as to the risk
of copyright infringement in the contero late use. After consultation
with Patent Counsel, the activity will ake its final decision on
whether to use the material as contempl ted without permission. The
using activity will be responsible for roviding funds to answer any
administrative claim for copyright infr'ngement.

(4) Re estor Print in Activit Res onsibilit .Copyrighted
material will not knowingly be included in Marine Corps publications,
without license or consent of the copyr'ght owner. The organization
submitting the printing request should nsure the following:

ENCLOSURE (2)
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(a) That a letter granting per iSSion to use copyrighted
material is furnished for retention in th printing record jacket, by
Division Reproduction. """","'

(b) That copyrighted notices r re as specified by

copyright owners and are included and pro erly located in thepublication.

h. Printed Matter for Ceremonies. P inted matter for
ceremonies, Purchased with ~;~;~;t;ble fu ds, is limited to
invitations, admission cards, place cards, and programs that are to
be used when arranging memorial services, change of command and
military reviews. ,""

(1) Receptions following ceremoni ~S are sqcial rather than
official functions, and accountable funds, therefore, will not be
used to cover the cost of any printed mat er pertaining toreceptions. 

'"

(2) The requirement for recePtion ~ cardS can be eliminated by

making reference to the reception in the ast line of the invitation;

example: "Reception to follow at Commiss'oned Officer's Mess
(open) ." 0. "

(3) If a reception card is desire r' it must be obtained
through commercial sources. ~~

(4) Due to the numerous procedure involved in the
preparation and printing of invitations, rograms, etc., and to avoid
interruption in scheduled work flow which causes delays in printing
services to all customers, a minimum of f've working days is required
to complete any request for printed matte for ceremonies.

(5) Programs will be limited to e~ght pages, to include thecover, 
and standardized to 8 1/2 by 5 1/21 inches in size.

(6) Biographies for programs ShOU~ d be proof-read and
approved by a competent authority before hey are submitted forreproduction. 

They should also, when pos ible, be reduced to one
printed page in length. ..",

(7) Any requirement for forty or t ore copies, which is

considered mass reproduction, will be sub itted to Division

Reproduction for printing. """'c, ""'" ,

(8) Marine Corps Balls, Dining In ~ , Mess Nights, in

accordance with reference (a) paragraph 2 13 and reference (c), are

social rather than official functions, an are not authorized when
accountable public funds are used to defr y the cost.

ENCLOSURE (2)
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i. Ca~abilities. The Division Rep~ oduction Section has the
capability for providing photo-lithogra hic reproduction support asfollows:

(1) The Division Reproduction S ction has the capability to
reproduce general category maps, photom zaics, overlays, illustrated
instructional material leaflets and pos ers. The minimum printing
size is 2 3/4 inches to 3 3/4 inches; t e maximum printing size is 17
by 22 inches.

(2) The Division Reproduction S1ction has the capability of
reducing an original down or enlarging n original up to 300% of its
original size.

(3) The Division Reproduction S,ction does have the
c~p~bility of collating and stapling jo s. However, stapling is
lJ.mJ.ted to 135 pages or less. , c;

ENCLOSURE (2)
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ITEMS THAT ARE NOT TO BE RElpRODUCED OR COPIED

1. 

In addition to the restrictions imp sed upon the photographing of
almost anything connected with atomic p oduction and Military or
Naval establishments of almost every na ure, there are legal
restrictions on many things which may n t be photographed, copied orreproduced. 

Congre~s, by statue, has f rbidden the copying of
subjects substantially enumerated in th penalties of fine orimprisonment. 

IGNORANCE OF THE LAW IS OT A SUFFICIENT EXCUSE.

a.
such as,

Obligations or securities of th~ United States Government,

Bonds

National Bank .Currency

(3 Certificates of Indebtednes~

(4) Coupons

(5) United States Notes

(6) Treasury Notes

(7) Gold Certificates

Silver Certificates

Fractional Notes

Certificates of Deposit

(11) Bills, checks, or drafts f~r money drawn by or upon
authorized officers if the United State~.

(12) Stamps and other represent ttives of value, of whatever
denomination, which have been or maybe ssued under any Act of
Congress ...

(13) Internal Revenue Stamps (i! it is necessary to copy a
legal document on which there is a canc lIed revenue stamp, this may
be done provided th~ document is reprod ced for lawful purposes).

(14) Adjusted Compensation Certtficates for Veterans of the
War

ENCLOSURE (3)
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b.
purposes

Stamps 

may not be photographed except for philatelic

(1) In the cases of u.s. Stamps, the photograph or
reproduction must be less than 3/4 x or more than 1 1/2 x, the linear
dimensions of the stamp. If reproduced on the same size as the
original, some mutilation must be applied to the face of the stamp
such as a line across the face of the picture.

(2) Copies or reproductions of foreign stamps, regardless of
the size, must blave some mutilation applied to the picture, such as
as a line drawn across it.

c. Automobile licenses,
certain states only).

drivers' 

licenses; automobile titles (In

d.

Obligations of any foreign government, bank or corporation

e. Copyrighted material of any manner of kind
permission of the copyright owner).

{without

f.

Naturalization Papers.

Certificates of Citizenship

g.h.Passports.i.

Amateur Radio Operators License

Immigration Papersj.

k.

Draft Papers

2. When in doubt to the legality of copying anything, a competent
attorney should be consulted, or a ruling should be obtained from the
United States Secret Service, Washington, DC.

ENCLOSURE (3)
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INSTRUCTIONS FOR OPERATION AND SUBMITTING MATERIAL TO
DIVISION REPRODUCTION

1. Division Reproduction, 3D Marine Division as authorized by the
Joint Committee on Printing, Congress of the United States, is a
Federal Printing Plant and its operation will be in compliance with
reference (a).

2. 

Instructions for the operation and submission of material to
Division Reproduction are as follows:

a. All material to be printed will be delivered to Division
Reproduction in accordance with the instruction contained in thisorder. 

All material printed for organizations of the 3d Marine
Division will be picked up by the organization requesting theprinting.

b. Material to be printed will be accompanied by the necessary
forms as set forth in this enclosure.

c. Material submitted to Division Reproduction Section for
printing will be submitted on white paper, with clean dark copy. I
only permissible correction material to be used is correction tape

d. Manuscripts or material submitted will be correct and ready
for camera before being sent to Division Reproduction.

e. Self-covers will be utilized on all printing matter requiring
covers except those publications specified by the Division Printing
Management Officer. All publications requiring covers will be of a
side stitch or a flat stitch.

f. Requests for printing of classified material must be
originated by or routed via the Classified Materials Files Officer
The Classified Materials Files Officer will provide Division
Reproduction with the appropriate access authority forms for each
individual authorized to deliver and pickup classified material at
Division Reproduction.

g. Priority conflicts among jobs submitted to Division
Reproduction form one organization will be resolved by the
Publication and Printing Management Officer of the submittingorganization. 

Priority conflicts between material submitted by two
or more organizations will will be resolved by the Division Printing
Management Officer.

h. Manuals printed by the Government Printing Office for other
services readily available through normal supply channels, should be
used in lieu of the costly process of rewriting and reprinting.

ENCLOSURE
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i. Division Reproduction does not ha~ e the capability to produce

tab-type separation for printed publicati ns. Activities having a

demonstrated ned for separation may request cover stock and perform
their own assembly operation.

j. Illustrations will not be used un ess they clearly supplement
or clarify the text which it supports and are certified to befunctional. 

Activities requesting origina unscreened glossy
photograph of the subjects desired. Line and mechanical drawing-type
illustrations can be furnished by the Tra'ning Audiovisual Support
Center provided sufficient specifications are furnished and
sufficient time is allowed.

3. All requests for changes to Division orms must be staffed
through the appropriate general staff sec ion and the Division
Adjutant prior to submission to Division eproduction for printing.
The below listed minimum lead time is bas d on scheduling and
completing one job. Similar jobs with th same deadline date may
require increased lead time. Deviation f om the below listed lead
time will be accomplished only on the app oval of the Printing
Management Officer.

TYPE OF MATERIAL NR. OF WORKING DAYS

Instructional Material New Manuscriptl with illustration

1-25 pages r 5 Days
25-100 pages ~-r"':"' 7 Days

(no changes) with illustratipnsReprints

1-25 pages ~ ~ ~ 5 Days
25-100 pages r 7 Days

New Manuscripts without illustrations

1-25 pages J"r 5 Days
25-100 pages r-~ 7 Days

Reprints (no changes) without illustr~tions

1-25 pages ;;,~:; 5 Days
25-100 pages ";~r":' 7 Days

(Reprints with changes are consideredl a new manuscript)

ENCLOSURE (4)
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Maps

Single Color ~ 5 Days
Multiple Color 7 Days
Map Overflow/One color 5 Days
Map Over print 5 Days

Offset Duplicating

Program Lesson Plan, orders, bullet~ns, consisting of:

1-8 pages ~ j 5 Days
9-24 pages 7 Days
25 pages and over will be considere as new manuscripts

4. Simule Assembly. For ten (10) orig
~ nalS or less, assembly

information may be included in DD Form 44. Jobs consisting of

more than ten (10) originals will be ac ompanied by Division Form
prtg 0016, indicating page sequence and back-up instructions.

5. 

Complex Assembly. This will consis of duplicate runs that
require insertion of charts, sketch map and diagrams that have
been run on other than duplication equi ment. Work orders for
complex assembly will be accompanied by a dummy indicating thepage, 

section, sequence and the locatio of supplementary material
(maps and charts).

6. SuQQlementa~ Material. Maps, char s, overlays, to accompany
duplicator work will be requisitioned f om Division Reproduction
in advance to insure its completion pri r to printing the job.
Supplementary materials will be stored t Division Reproduction,
collated and or delivered with the comp eted job. Explicit
instructions must accompany the origina to insure that this
material is included in the appropriate place in the finishedmaterial.

7. Lead Times. All minimum lead times jare dependent on the work
load at Division Reproduction. '.

8. Simple Work. New Manuscripts or re ~ rints of 1-5 pages

requiring 10V copies or less and NO col ation, drilling, or

stapling will receive.while you wait, s me day or next dayservice. 
Dependent on the work load an time of day.

ENCLOSURE (4)
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WORK REQUEST INST*UCTIONS

1. DATE OF REQUEST:Reproduction.The date you deliter your job to Division

2. DATE REQUIRED: The date that you r~quire the job.NOTE: 
This is dependent upon the wotkload at Division Repro

3.

JOB NUMBER: Assigned by Division R4pro

4.

REQUESTING OFFICE:

ORGANIZATION:

Your Unit

(i.e. 

*epro H&S HQBN 3D Mar Div)

a.b.BUILDING:

(4213)The building your of4ice is in (i.e.

ROOM:

If applicable.c.

d.

FOR REFERENCE CONSULT

NAME:

The name and rank oflperson requesting the work.

TELEPHONE NUMBER: Please u~e full seven digits

5.

DELIVERY INSTRUCTIONS:

a. DELIVER TO: Repro does not del~ver, you will be notified
when your job has been completed. -J-

b.

PERSON TO CALL IF TO BE PICKED ~P:

Name and Rank

TELEPHONE NUMBER: Please us~ full seven digits.

6.

DESCRIPTION OF JOB:

APPROPRIATION CHARGEABLE: Not 4pplicable.a

b.
or form

TITLE, 

FORM NO., ETC.: Use thelTitle from the top of page

CLASSIFICATION: 

Self explanator* MUST BE FILLED OUT

c.

d. NUMBER OF ORIGINALS: Each prin~ed side is considered anoriginal. 
NOTE: 5 pages printed on both I sides is 10 originals.

The number 04 copies you require.NUMBER OF COPIES:

e.

All 4riginals will be returned.DISPOSITION OF ORIGINALS:

f.

ENCLOSURE (5)
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7

SPECIFICATIONS:

TYPE OF REPRODUCTION: Offset onl~.

a.b.PRINT:

Self explanatory.

if OTHER isc. FINISHED SIZE: This box must be ~illed out,
marked size must be indicated. I

d.PAPER:

Indicate the type and colpr

e. INK: If other than BLACK, the co~or must be discussed with a
Reproduction Staff Noncommissioned Office~.

COLLATE:

Must be completed.

STAPLE:

This block must be compl~ted if Block (F)g."YES". is marked

h. OTHER SPECIFICATIONS:
instructions not covered above.

This 

spacel is for any special

8.

REQUESTER'S CERTIFICATION:

PRINTED NAME OF REQUESTER: Self ~xplanatory.

a.b.

SIGNATURE OF REQUESTER: Self exp~anatory.

c. SIGNATURE OF PRINTING CONTROL OFF~CER:
Noncommissioned Officer or Officer. I

Must be a Staff

if there are

9. 

Blocks 9 through 16 are for REPRODUC~ON USE ONLY,
any questions, please ask when you bring four work in.

ENCLOSURE(5)
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DUMMY LA yottT

Instructions for filling out 3d Marine ~iViSion form 0016, DUMMY
LAYOUT. Any job with 11 or more origin Is requiring printing on both
sides or collation will be accompanied y a 3d Marine Division form
0016.

1.

Pages must be numbered

2. The standard rule is ODD numbered p~ges are fronts, EVEN numbered
pages are backs. I

3. 

Enclosures do not back each other
~EXAMPLE: Page 5 of Enclosure 1 w'll not have page 1 of

Enclosure 2 on the back. --

4. Pages that are printed one side onl~ are indicated with an "X" in
the block for the back (see SAMPLE, pag~ 2, enclosure 6).

5. Dummy Layout abbreviations:

COVER or CP -Cover Page

SIG -Signature Page

"X" -Indicates page left blank or ~rinted one side only

II -Roman Numeral pagesI,

1, 2,
numbering

3, etc. -Arabic numbered pag~s -Standard

I-I, 1-2 -The page number is FIRST,
is SECOND.

the enclosure number

l-l-A -The page number is FIRST,
the appendix or tab ,is THIRD.

t~e enclosure number is SECOND

BACK or BC -Back Cover or an indic 1tion that a blank back should
go there, as not all backs are printed.

ENCLOSURE (6)
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COpy MACHIN~S

1. General.machines.The Division has two leve~s of control over copy

a. The Division Printing Managernen~ Officer (DPMO) who's
responsibilities are identified in enclqsure (1) of this order.

b. The using units Commanding Offi er, Section Heads or there
representatives who's responsibilities re identified in enclosure
(1) of this order. There is one additi nal requirement pertaining to
copy machines, using and maintaining co ier log sheets. These log
sheets should be maintained for 180 day.

2. Use of copy machines. There are twq types o.f copy machines used
by Marine Corps Units on Okinawa: "J

a. TIE copiers (C4478). These cop'ers are designed for use in
the field or in garrison. They are ass'gned to units in accordance
with the table of authorized equipment. These copiers are designed
to make a low number of copies of each riginal (10 or less).
Maintenance is available through the no 1 Marine Corps maintenance
system.

b. Leased Copiers: These copiers re in place for garrison use
to aid units in their immediate and low volume copy needs. These
copiers are not in place to be used ins ead of proper channels for
printing support at your Division Repro uction facility. These
copiers come in a wide range and are cl ssified in Copier Bands.

Band 1 has a copy limit of 1,00 copies
Band 2 has a copy limit of 2,00 copies
Band 3 has a copy limit of 5,00 copies
Band 4 has a copy limit of 10,0 0 copies
Band 5 has a copy limit of 18,0 0 copies
Band 6 has a copy limit of 50,0 0 copies
Band 7 has a copy limit of 75,0 0 copies
Band 8 has a copy limit of 300, 00 copies

(1) General Guide. Depending O~ which copier you have,

determines how many copies you should b making of each original. No

unit copier should be making more than 0 copies of anyone original.

39 copies or less
30 copies or less
20 copies or less
10 copies or less

Bands 6 -7
Band 5
Band 4
Bands 1 -3

7)ENCLOSURE
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(a) :Ei'or quantities in excess of recommended limits or
over 40 should bl= addressed to your Reproduction facility.

(b) Guidance about copy machines is provided in paragraph
2207 of reference (a) and the current year copier lease contract.

ENCLOSURE (7
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