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	SUBJECT: DATA MANAGEMENT REQUIREMENTS FOR STATE AGENCY PRINTING OPERATIONS (IN-PLANTS)
	SUBJECT: DEPARTMENT OF GENERAL SERVICES
	SUBJECT: State Administrative Manual (SAM) Sections 2875 and 2877
	SUBJECT: N/A
	INTENDED AUDIENCE: Department Directors, Deputy Administrative Directors, In-Plant and Reprographics Managers
	INTENDED AUDIENCE: SAM Section 2877 provides clarification with regard to the annual reporting requirement for state agency printing operations ("in-plants") detailed in SAM Section 2875(F) and Management Memo 19-03.
	INTENDED AUDIENCE: State agency printing operations ("in-plants") are required to maintain accurate records of their production activity. As defined in SAM Section 2877, production activity includes, but is not limited to, the annual output hours for each piece of printing equipment (including offset presses, digital presses, and bindery and finishing equipment) and the quantity and type of products the equipment is used to produce. In-plants may track production activity manually or utilize a Management Information System to track electronically.

These records must be made available to the State Printer upon request.

For more information, see SAM Sections 2875 and 2877.
	INTENDED AUDIENCE: SAM Section 2875(F) established the requirement that state agency printing operations ("in-plants") provide a report detailing production activity to the State Printer annually. The In-Plant Printing Operations Report (IPPOR) requires the annual output hours and production outputs (type and quantity of products) for each piece of equipment. This policy clarifies that requirement, by requiring in-plants to maintain records of output hours and production outputs to provide the data on the IPPOR.
	INTENDED AUDIENCE: State agency printing operations ("in-plants") must track the annual output hours for each piece of printing equipment the in-plant operates. In-plants must also track the type and quantity of products produced on their equipment. These records will be used to complete the annual report to the State Printer, and the records must be made available to the State Printer upon request.

	INTENDED AUDIENCE: The policy requires that state agency printing operations ("in-plants") track their production activity throughout the year either by manually tracking output hours and products or by utilizing an electronic management information system. In-plants shall use these records to complete their annual In-Plant Printing Operations Report (IPPOR).
	INTENDED AUDIENCE: Office of State Publishing
In-Plant Operations Manager
inplantopsmanager@dgs.ca.gov
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