STATE PRINTING GUIDELINES








Sections 11-25-1- through 11-25-40 of the South Carolina Code of Laws, 1976 require the Budget and Control Board to establish state printing guidelines.  These quidelines shall be applicable to all printing (internal and/or external) which is specified within these guidelines and which is funded with any and all appropriated dollars, including state, federal, and other.





These guidelines do not supersede nor negate any laws and/or regulations which are applicable to state publications, including but not limited to Sections 11-25-110 through 11-25-690 (Public Printing and State Publications) and Sections 44-96-10 et seq. (State Documents Depository).  Also, in accordance with the Sections 44-96-10 et seq. (Solid Waste Policy and Management Act), agencies are encouraged to use recycled paper whenever it meets specific printing needs.





It is the intention of these guidelines to encourage agencies tot use most reasonable and cost-effective printing method available to them for all printing projects.  It shall be the responsibility of the agency director to ensure compliance with these guidelines.





The State Printing Guidelines as adopted shall be effective statewide July 1,1993.





Definitions





For the purpose of these guidelines, the following definitions shall apply:





	Newsletter:	Any printed material published and distributed on a regular basis to            


			inform readers about the agency’s activities in a particular area of 				interest during a specific time period.


			“Internal” refers to newsletters containing information for use by 				the agency’s own staff.


			“External” refers to newsletters designed to create awareness of an 


			agency’s activities and enhance public relations for a specific 				audience relevant to that agency.





	Ink Colors:	All colors, including black.





Letterheads and Envelopes


	Letterheads and envelopes shall be printed according to the following guidelines:


		1) using no more than two (2) colors of ink


		2) only constitutional officers may use engraved and embossed printing.





Business Cards


	Business Cards shall be printed according to the following guidelines:


		1) using more than two (2) colors of ink 


		2) only constitutional officers may use engraved and embossed printing
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Newsletters


	External newsletters shall be printed according to the following guidelines:


		1) using no more than two “(2) colors of ink


		2) using uncoated offset paper


		3) duplex printing, if applicable


		4) issued no more than quarterly for newsletters which provide general 			     information and bimonthly for newsletters whose major purpose is to 			     impart regulations/policy


		5) embossing, foil stamping, and/or die cuts may not be used.


	


	Internal newsletters shall be printed according to the following guidelines:


		1) using no more than one (1) color of ink


		2) using uncoated offset paper


		3) duplex printing, if applicable


		4) embossing, foil stamping and/or die cuts may not be used





Softbound Books, Manuals, and Catalogs


	Softbound books, manuals, and catalogs shall be printed according to the 	following guidelines:


		1) using no more than two (2) colors of ink for text


		2) Using no more than four (4) colors of ink for cover


		3) duplex printing, if applicable


		4) embossing, foil stamping, and/or die cuts may not be used.





Brochures


	Brochures shall be printed according to the following guidelines:


		1) using no more than two (2) colors of ink


		2) using uncoated offset paper


		3) duplex printing, if applicable


		4) embossing, foil stamping, and/or die cuts may not be used.





Forms


	The following guidelines shall apply to forms:


		1) forms shall be printed in no more than two (2) colors of ink


		2) agencies shall use South Carolina state government standardized forms 


		    for purposes common to all agencies; these forms shall be made 


                           available to state agencies for purchase at a central location at a


		   reasonable cost.


		3) an agency may create custom forms if a standard form is  not available  


                            for its specific needs.
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General Exemption


1) Printed items that are used for the marketing of agency services/programs which generate revenue for the General Fund of the state or revenue for a state agency.





	2) It shall be the responsibility to the agency director to determine which 


	     printed materials qualify under this general exemption.





Specific Exemptions


	1) The authority for special exemptions shall be vested in the Division of General 	 	     Services of the State Budget and Control board.


	2) Request for a special exemption must be submitted in writing and approval  	  	    obtained prior to printing and expenditure of any funds.  Justification for such 	  	    an exemption shall be included in the request.


	3) Approval or denial of an exemption shall be made in writing �



STATE GOVERNMENT STANDARDIZED FORMS





Surplus Property Turn-In Document ---Form #1


Surplus Property Turn-In Document --- Form #2





Position Description Forms


Managerial Position Description


State Application PD-10


Dual Employment Request Form - CC-CL 020


Employee Performance Management System - EPMS - 03


Employee Performance Management System - EPMS - 04





MVM Daily Trip Log 2-78


MVM Monthly Trip Log 3-78


MVM Continuation Trip Log 3-78-1





Employee Withholding & Deductions Form P-4


Payroll Advise Form P-10


One Pay Period Only Form P-11





Sto - 1 Bank Deposit


Sto - 2 Agreement for Electronic Deposits


Sto - 3 Electronic Deposit Change Authorization





Star - 01 Journal Voucher


Star - 30 Appropriations Transfer


Star - 40 Interdepartmental Transfer


Star - 60 Voucher


Star - 61 Request for Official Travel Cash Advance


Star - 62 Travel Support Document


Star - 100 Transmittal Control


Star - 101 Transmittal Control


Star - 160 Voucher





State Forms Specification Sheet





State Printing Specification Sheet


�



PROCEDURES FOR PRINTING GUIDELINES





THE FOLLOWING PROCEDURES APPLY TO THE ATTACHED GUIDELINES APPROVED BY THE BUDGET AND CONTROL BOARD AT ITS 3/23/93 MEETING.





1.  General and Specific Exemptions are per item, must be in writing and on file at the agency utilizing the exemption.





2.  Requests for Specific Exemptions must be in writing from the Agency Director or the Agency Director’s designee and addressed to Bunyan M. Cave, State Printing Officer, Division of General Services, 1201 Main St., Ste. 600, Columbia, SC  29210 (737-0629).  The State Printing Officer will approve or deny requests in writing within 10 business days.





3.  The Agency Director may delegate the authority to approve General Exemptions and the authority to request specific exemptions.  Agency Directors must notify the State Printing Officer of the designee.





4.  A request for a specific exemption must include the following:


	1.  The necessity for the item.


	2.  Reason (s) printing cannot be done in accordance with guidelines;


	3.  Advantage (s) of exemption to the agency.





5.  Exemption of an item is required only once each fiscal year.





GUIDELINE INTERPRETATIONS





1.  Agencies are required to use statewide standardized forms.  These forms are available from the Division of General Services, Central Supply Warehouse.  You will be notified of changes to the statewide standardized form list.





2.  Any item that is under contract and does not comply with these guidelines must be either exempted or a new contract that does not apply must be established for the item.





3.  No items will be grandfathered in.





