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Reason for Procedure 
 
This procedure explains the College requirements for handling large volume printing requests. Large 
volume is defined as greater than 250 pages. 

The Procedure 
 
The College requires all printing jobs that exceed 250 pages, follow the Printing Request form located in 
KIN, Employee Forms Plus. Exceptions require Cabinet approval and must be due to established 
efficiencies with an ongoing process, not a one-time situation. 
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