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MEMORANDUM

SUBJECT:  New Desktop Printer Policy

FROM:

Information Systems Program (ISP)

Office of Technical and Management Services
TO: All Region 8 Employees, SEE’s and Contractors

Last year, the Information Systems Program (ISP) began a mission to actively right size
our printing environment. In the print environment, rightsizing means replacing individual
scanners, fax machines, copiers and personal desktop printers with strategically placed
multi function printers (MFP) to reduce power usage, the cost of supplies, maintenance
costs and environmental impact.

To achieve this goal, we recently signed a new Regional Order and Policy to ensure that
we continue to move forward in a positive direction; that is, reducing the number of
desktop printers in use across the Regional office to the greatest extent practicable.

In developing this policy, we recognize that there may be concerns about reasonable
accommodations and/or printing confidential information and sensitive documents with
personally identifiable information on network printers. To alleviate these concerns, we
would like to highlight a few key policy features:

e Desktop Printers will not be taken away! As printers break or employees change
positions, the guidelines in the policy will go into effect

e Detailed instructions on how to use the PIN feature which holds a print job in the
queue until you enter your PIN, can be found here

¢ Reasonable accommodations will be made for employees who are determined to
be a “Qualified Individual with a Disability” or have a temporary mobility limitation

Instituting this policy gives us the opportunity to catch up to other Regional offices that
have already successfully reduced desktop printers, demonstrate our leadership as
Platinum members of the Federal Electronics Challenge, and serve as a model for
others who are looking to do the same.
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