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ADOPTED:                         TO BE REVIEWED
ROWDE PARISH COUNCIL: PRINTING POLICY

1. Purpose This policy provides a framework for the cost-effective, environmentally responsible, and transparent use of printing resources by Rowde Parish Council. It aims to reduce unnecessary expenditure and physical waste while ensuring that statutory requirements for public documentation are met.

2. Digital-First Mandate In accordance with the Document Management Policy, electronic (digital) storage and dissemination is the primary means of Council business.
· Agendas, meeting packs, and reports will be shared with Councillors and the public electronically via the website and email whenever possible.
· Physical printing should only occur when there is a legal requirement, a clear administrative need, or a specific request for an accessible format.
3. Operational Procedures and Costs
· Contract Management: The Council utilizes an HP Instant Ink subscription, where charges are based on the number of pages printed, rather than the volume of ink or the use of colour.
· Colour Usage: While printing in colour does not currently incur a higher page rate under the existing contract, it should be used only when essential for the clarity of maps, plans, or complex data to ensure professional standards.
· Double-Sided Printing: To reduce paper waste and environmental impact, all multi-page documents must be printed double-sided by default.
4. Public Requests and Disbursements When the public requests hard copies of documents under the Freedom of Information Act or the Publication Scheme, the following charges apply to recover disbursement costs:
· Standard Photocopying/Printing (Black & White): 10p per A4 sheet.
· Standard Photocopying/Printing (Colour): 60p per A4 sheet (reflecting actual costs plus paper and time).
· Postage: Actual cost of Royal Mail standard 2nd class.
5. Financial Controls and Transparency
· All printing expenditure must be reconciled monthly and reported to the Council as part of the schedule of invoices.
· Receipts for paper, stamps, and stationery must be verified for arithmetical accuracy and represent previously authorised expenditure before reimbursement.
· The Council is committed to periodically reviewing printing volumes and contract terms to ensure continued value for money for the ratepayer.
6. Responsibilities
· The Clerk/Administrative Support: Responsible for managing the printing contract, tracking page usage, and ensuring the secure disposal (shredding) of physical documents containing sensitive data.
· Councillors: Responsible for minimizing requests for hard-copy packs and using digital versions for meetings whenever possible.
7. Policy Review This policy will be reviewed annually in May to ensure it remains aligned with the Council’s financial regulations and technological advance
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