Title | Publications Procedures

1. Ensure a campus budget has been established for publications. Print Shop charges will be coded to
the 6200 Professional/Contracted Services account. If a budget code has yet to be established,
submit a budget amendment creating a 6200 Professional/Contracted Services account.

SAVE PRINT EMAIL

DISD PUBLICATIONS CENTER COPY REQUEST Campus/ Dept.
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Publicarions: 369-0083 or 360-0082 Copied by; Date; PAID
2. Complete the fields on the DISD Publications Center Copy Request by hand.
3. Submit to Publications.
Denton Independent School District
PusuicaTions CENTER
SepTemBeR 2013
Dramon/Caveus Dewr. Dare Omcwaron Documest Time
Curricusum & instruction FEDR 2962012 Fowanne Fhiips Compacts Coct of Straight Coples: 2|08
smnhwi.wm cost of 2 part nor coples | Coct of Special Project: $311.63
D -
Buagst # Charged 2114-61-00-993-24-000-5294 Dooument Total:  $1,182.21
Monthly Copy Totale 14426
Curmicues™ & Instruction FEDR 192013 Rosanne Philips Compacts Coct of Straight Coples 3200
:wnhw[mmu cost of 2 part nor coples | Coct of Special Project: .50
~maear
Buagst # Charged 2114-61-00-999-24-000-529%4 Dooument Total: 3880
Monthly Copy Totals 14428
Curmicusam & Instruction FEDR $732013 Romanne Phillps Compacts- 25E 4 258 Coct of Straight Copiles: 200
sm-miuﬂxm cost of 2 part ner coples | Coct of Speoial Project: $650
Buadget # Charged 2114-61-00-939-24-000-5294 Dooument Total: 580
Monthly Copy Totaks 14428
Curmicusu™ B imstruction FEDR 7772012 Romanne Phillps Compacts Spanish - Hoage 505 Coct of Sralght Coples: $200
tpeoial ml.mum cost of 2 part ner coples | Coct of Special Project: $650
D -
Buadget & Charged 2114-61-00-939-24-000-5294 Dooument Total: 280

Monthly Copy Totale 14428
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Improvement and Support.

Publications will send out monthly billings to the campus secretary and to the Secretary of School

The Secretary of Federal & State Programs enters the total amount(s) of the billing onto the
corresponding campus Title | Excel Spreadsheet(s) in the “Encumbrance” column.
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Notes: According to the TEA Guidelines Related to Specific Costs, printing costs are allowable when
documentation demonstrates that they are reasonable and necessary. Any multi-color printing must be

reasonable in cost and must be necessary to carry out the objectives of the grant program.

Documentation must be maintained demonstrating that any such costs are reasonable and necessary.
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