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MCPS Forms Register

Background

The Policy and Records Unit in the Department of Reporting and Regulatory Accountability oversees
MCPS forms through a control program that:

Assures current MCPS forms are reviewed and reprinted in a timely manner to provide sufficient
guantities for both current use and adequate inventory stock

Suggests changes to current forms to improve their use
Reviews requests for new forms to assure they (a) do not request information in conflict with state
and federal privacy laws; (b) do not duplicate existing forms; (c) are designed to be effective,

efficient, and standardized; (d) and are printed in an economical manner

Aims to reduce work by simplifying and/or consolidating forms, creating new forms, and deleting
obsolete forms

Maintains and updates a forms register to identify all the current forms and their stock locations

Forms Distribution

Warehouse Forms

Forms available from the warehouse can be ordered by emailing William J. Cook at Supply and
Property Management

Call 301-279-3804 if you have any questions
Forms from Other Locations
Check the Forms Register to find the office location

Telephone the individual responsible office to order the forms

Requesting Action on an MCPS Form

To reprint, revise, initiate, delete, or place on the Web, complete MCPS Form 226-17A: Request for
Action on an MCPS Form, otherwise known as the “Green Sheet” and submit to Policy and Records
Unit at CESC, Room 11.

Offices may request the reprinting or revision of forms for which they are responsible at any time. Stock
of older forms should be used unless major revisions are needed or changes in procedure have been
instituted.

The Policy and Records Unit routinely monitors the inventory of forms stocked in the Warehouse and
notifies the responsible office when stock is running low. Responsible offices that stock their own forms
will need to alert the Policy and Records Unit when stock is running low.

The Policy and Records Unit will inform the warehouse if stock needs to be destroyed. Responsible
offices that stock their own forms will need to tell users when a form needs to be destroyed.



To Reprint a Form:

Check type of request: REPRINT

Complete Date Needed only if you have a specific deadline

Attach copy of form to “Green Sheet”

Describe reason/purpose of request. Indicate if out of stock

Fill out the Contact Person and School/Department

Secure signatures of Supervisor and Associate Superintendent (Deputy)

Please allow a minimum of 4 weeks for your order to be printed.

To Revise a Form:

Check type of request: REVISION

Complete Date Needed only if you have a specific deadline

Attach copy of form with revisions clearly marked to “Green Sheet”
Describe reason/purpose of request. Indicate if out of stock

Fill out the Contact person and School/Department

Secure signatures of Supervisor and Associate Superintendent (Deputy)

Please allow a minimum of 2 to 3 weeks to receive “DRAFT” copy of revised form for your approval.
Schedule additional time depending on the extent of the planned revisions.
Please allow a minimum of 4 weeks for your order to be printed.

To Initiate a New Form:

Check type of request: NEW FORM

Complete Date Needed only if you have a specific deadline

Attach draft copy of form to “Green Sheet”. Draft need not be presented in refined format.
Staff will help develop the form

Describe reason/purpose of request.

Fill out the Contact Person and School/Department

Secure signatures of Supervisor and Associate Superintendent (Deputy)

To Delete a Form:

Check type of request: DELETION

Complete Date Needed only if you have a specific deadline

Attach copy of form to “Green Sheet”

Describe Reason/purpose of request

Fill out the Contact Person and School/Department

Secure signatures of Supervisor and Associate Superintendent (Deputy)

To Request Web Access

Check type of request: WEB ACCESS

Complete Date Needed only if you have a specific deadline

Attach copy of form to “Green Sheet”

Describe reason/purpose of request

Fill out the Contact Person and School/Department

Secure signatures of Supervisor and Associate Superintendent (Deputy)

IMPORTANT: “Green Sheet” must include both Director/Coordinator/Supervisor and

Associate Superintendent (Deputv) sianatures for request to be processed.




Requesting the Printing of Forms — MCPS Form 226-17A

“THE GREEN SHEET”

(For reprinting, revising, initiating, or Web access of MCPS Forms)
What we need from you on MCPS Form 226-17A: Request for Printing an MCPS Form:

« Check the appropriate type of request:
Reprint / Revision / New Form / Deletion / Web Access
If you check: [0 REVISION or 0 NEW FORM please attach a copy/draft to the GREEN SHEET
indicating what is requested and describe reason/purpose.

« Mark the Date Needed: (Enter a date ONLY if you have a specific deadline.) If you are
out of stock or have only a few left, let us know. Otherwise, your request will be printed as soon as
possible. Publications Services asks for a 4 week turnaround time.

« Fill out the Contact Person: This is our contact person if we have any questions about your request.
If the form is stocked in your office, this is also the person to whom the printing order will be sent.

« State the appropriate School/Department: The owner of the form (usually found in the form'’s
heading).

IMPORTANT: The Signatures of the Requestor’s Supervisor and Associate Superintendent (Deputy) are
necessary before we can start to process your request.

Disposition of Old Stock: Unless there has been a major revision or change in procedure, stock of
older forms can still be used. If the stock of your form needs to be destroyed or if it is a new form, it is the
responsibility of the owner of the form to alert users as to the status of their stock. The Policy and
Records Unit is responsible for informing the warehouse.

Please request copies of the “Green Sheet” (MCPS Form 226-17A) from the Policy and Records
Unit at Carver Educational Center, Room 11.



é MCPS
CLEARFORM

|
Policy and Records Unit

MONTGOMERY COUNTY PUBLIC SCHOOLS REQUEST FOR ACTION ON AN MCPS FORM
Rockville, Maryland 20855

|

INSTRUCTIONS: This form is required to print, revise, create, delete, OR place on the Web an MCPS Form. Submit this request

along with a copy of the form to Forms, Policy and Records Unit, CESC, Room 11.

Current Form Number Form Title
Type of Request (check one) Dateneeded___/  /
[ ] Reprint: Form is acceptable and should be reordered.

[ ] Revision: Briefly describe reason for requesting this revision. A sample draft must accompany this request.

[] New Form: Briefly describe the purpose of the new form. A sample draft must accompany this request.

[] Deletion: Briefly describe the reason for deletion

[ ] Web Access (interactive format)

Comments:
Contact person Phone number - -
School/Department
/ /
Signature, Director/Coordinator/Supervisor Date
/ /
Signature, Deputy/Associate Superintendent Date

MCPS Form 226-17A, 3/08
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