Medina Elementary PTA

Printing/Copying Procedures

Please follow this process when printing or copying for PTA related activities:

Small print jobs:  (generally under 50 pages) ask Chris in the office to give you the PTA copy code number to use.  

Large print jobs:

1. First try to use the Bellevue School District Print Center 

a. Drop off: 12111 NE 1st Street, Bellevue, WA 98005 -- map is below .
b. Email your document to copy@bsd405.org with the DUE DATE in the SUBJECT LINE of the email.
c. Medina PTA’s print number is 9401088991.
d. Typically the turn around is anywhere from 1 to 3 days. 
e. Contact by phone is 456-4036.
f. You may ask about delivery to the school upon completion (though not next day with online orders). 

g. Make sure to put your name on your print job and what committee it is for (we need this for our accounting purposes).

h. They will bill us at the end of each month saving you the hassle of reimbursement from our PTA.
If you are concerned about turnaround time, send the document to the district printer with a due date that gives you time to run to Kinkos if the district does not complete it.  You can cancel the order with the BSD print center and go to Kinkos (see #2 below).
2. If the District office cannot turn your job around quick enough then go to the Kinkos on NE 8th Street (10635 NE 8th St, Bellevue, WA 98004 --  (425) 455-3434).  We have found them much easier to deal with than the one on Bellevue Way/Main Street.
a. We have a business account now – you will need to get the card/account number from the President(s) or on file at Kinkos.  
b. Make sure to look at the bid and ask if you can make it cheaper in any way.  It is more expensive to do color paper, collating etc…  You might try fitting your doc to one page or skipping the color paper if it really isn’t needed, etc…

c. Make sure to put your name and what it is for on your print job for accounting purposes.

d. If, for some reason, you have to pay for the job personally then you will need to complete a reimbursement form to be reimbursed by the PTA (see www.medinapta.org for PTA Reimbursement Form). 
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