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Equal Education and Employment Opportunities M/F/D

Letterhead/Envelopes

All orders for letterhead and envelopes are to be sent through the Office of Career and Technical Education @ 502/564-4286, for faxing instructions.  If no changes are necessary, please indicate by marking “no changes”. Specify the quantity needed and the account number on the faxed copy.  Engraver’s Paper Co. does not accept the state credit card.  A purchase order will have to be processed for payment.  Delivery of letterhead and envelopes will take approximately 3-4 weeks.  

Publication Requirements-Printing

The following checklist shall be used to ensure that the Office of Career and Technical Education publications do not discriminate on the basis of race, color, national origin, sex, disability, age, religion, or marital status and meet the Office of Career and Technical Education printing requirements.

· Kentucky Office of Career and Technical Education is printed on the cover.

· If material is copied from another source, add Reprinted by the Kentucky Office of Career and Technical Education on the cover.

· The notation Printed with State Funds or Printed with Federal Funds shall appear on the publication.

· The nondiscrimination policy statement shall be printed on the bottom of the inside front cover of manuals and booklets.

· The language and illustrations shall be free from discrimination based on race, color, national origin, sex, disability, age, religion, or marital status. 

Note:  Specialty items are not subject to the printing requirements.  Examples of specialty items include: mugs, pens, pencils, decals, flags, linens, T-shirts, notebooks, hats, banners, etc.  Schools are encouraged to use the Kentucky TECH logo when purchasing specialty items.
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