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 The Bennett-Hemenway PTO  

PTO Printing Guidelines 
 

The PTO is able to reduce administrative costs throughout the year by following the guidelines below: 

1) Make copies at the school.  We have permission to use the school copiers for PTO purposes.  There are standard 

copiers in the Teacher Work Room and the Office.  Also, there is a high-speed copier in the office.  This is the 

best copier to use for all student flyers as it is fast, and it costs less to print for the school.  The only down-side to 

this copier is that you need to have a Black & White master to copy from (grayscale images may not copy 

correctly) and the ink takes a few minutes to dry (so be prepared to have black smudges on your fingers). 

 

2) Use half sheets when possible.  There are paper cutters in both the Teacher Work Room and Office. 

 

3) Use color printing sparingly.  Color copies cannot be made at the school, and therefore will have to be paid for.  

The average cost for color copies is $0.49 per page.  To reduce costs, color copies cannot be used for all student 

flyers.  If you are making a few copies for signs and would like to use color, that is ok, but try to find the most 

cost effective way possible. 

 

4) Check inventory.  If you are looking to print on colored paper, or make labels, check with a PTO Board member 

before you purchase supplies.  We have a supply closet that contains some of these items and we can let you 

know what is available. 

 

5) Use other communication channels.  Not every piece of communication needs to be its own flyer, or even 

printed.  There are a number of other ways to get the word out that are more cost effective.  See the “PTO 

Communication Guidelines” for more information.  


