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1. Purpose and Objective:

This policy is designed to define proper use of printing and copying facilities at Kabul
Municipalities.

2. Scope:
This policy applies to all staff of Kabul Municipality.
3. Policy:

3.1 General Policy Statement: The City of Kabul is dedicated to preventing waste of resources.
It is the City’s policy that copy paper and ink be available for the use of City employees to
support service delivery to Kabul’s residents. The unnecessary copying and printing of
documents, as well as the copying and printing of documents for personal use is strictly
prohibited. Employees are requested to be responsible and use good judgment in this regard at all
times.

3.2 Good Neighbor Policy. Municipal office equipment is provided for the use of all municipal
employees. Please be respectful of your colleagues need to use these resources and replace paper
and ink cartridges that run out during your use. If you need assistance, please call the ICT Help
Desk.

3.3 Maintenance & Repairs. It is common for office printers and copiers to experience
malfunctions including paper jams or network failures. To ensure that equipment is properly
cared for, all employees should notify the ICT Help Desk of issues. Do not try to fix a printer or
copier if you are not trained to do so.

5. Consequences of Violations

Employees violating this policy will be subject to discipline according to the “Disciplinary
Policy of Kabul Municipality.”

6. Policy Evaluation

This policy should be regularly evaluated to ensure it is enabling and effectively moving Kabul
Municipality towards its sustainability goal.

7. Policy Enforcement

The contents of this policy are enforceable after His Excellency the Mayor’s approval.
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