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AUTHORITY:  Wis. Stats. 16.82(4) (a) (c) (g) 
 
SCOPE: - to establish agency reporting procedures for public printing activities 
 
DEFINITION:  “Public printing” is defined by state law as all graphic reproduction by whatever 

process and the necessary material and binding that is paid for with state funds or 
funds handled through state accounting and disbursing channels. 

 
CONTENT: I. An agency purchasing printing under Chapter 16 will make reports as are required 

to the Department of Administration which will compile and prepare such summary 
reports as the joint committee on finance requests.  

 
 II. An agency will: 
 
  A. Submit an annual fiscal-year report to the State Bureau of Procurement 

printing manager identifying public printing activities. 
 
  B. Use form DOA-3011, Print Log Fiscal Year Report, unless an alternate 

reporting system has been established with the Bureau’s approval. 
 
  C. Require that its printing liaison representative for the agency or sub-unit 

prepares the report.  Sub-unit reports are forwarded to the agency's central 
purchasing office where information is consolidated prior to submission. 

 
  D. If no public printing activities have occurred, indicate on form DOA-3011 

that there has been no activity during the year. 
 
  E. Submit the report by September 1. 
 
  F. Exception:  An agency with internal print operations will not report work 

being produced for another agency or campus.  However, the printing 
operation can be a resource of the information for a purchasing agency to 
complete its report. 
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