
 
 
Photocopying and Printing 
 
 

 
 
1. OBJECTIVES 
 1.1 To cater to the students printing and photocopying needs. 
 1.2 To be able to provide fast and efficient photocopying and   
       printing services. 

 
2. POLICY STATEMENTS 

1. Photocopying and Printing Price List 
           Photocopying                                            PHP 2.00/page 
           Computer Print Out 
                    Black and White  
                               Konica Minolta Printer           PHP 2.00/page 
                               Laser Printer                          PHP 8.00/page 
                     Colored 
                               Half Page                              PHP 50.00/page 
                               Full Page                               PHP 100.00/page 

3. PROCESS 
 3.1 Student fills up JOB ORDER FORM and gives the materials. 
3.2 Staff will work on the job order 
3.3 Student pays the corresponding amount 
3.4 Staff issues acknowledgment receipt to the student. 
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