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The intention of these guidelines is to direct staff toward practical steps that can be taken to reduce operational expenses and extend our limited resources.  The guidelines are in effect immediately and apply to all employees regardless of funding sources. These changes will affect current Program Leadership Team (PLT) funding that was approved recently.  If you have questions on how to apply these guidelines contact the administrator for your unit before you incur the expense.  Your support will really help!  
US Postage 

· Before sending an item in the mail, explore if there is an electronic option

· If newsletters are sent monthly determine if they can be sent bi-monthly or quarterly and still be as effective

· Notify mail recipients that you are moving toward electronic notices, newsletters and mailings in the future. The goal is to provide US Postage mailings to only those who do not have adequate electronic access

· Do not use first class mail to update mailing lists by culling undelivered returns

· Combine newsletters or mailings to create enough identical pieces to qualify for standard (bulk) mail 

Supplies & Materials

· Use existing inventories before requesting additional office supplies

· Be able to justify the purchase and explain what the consequence of not buying the item(s) will be if requested

· Seek alternative funding sources for supplies and materials where possible and consistent with the intent of the external funding

· Charge program fees to cover the cost of supplies and materials for programs unless covered by Program Leadership Team or external funds

· No color printing cartridges will be purchased without compelling justification

· Only recycled printer cartridges will be purchased with base funds

· The Accounts Payable staff have the authority to change supply orders and purchase lower cost options when base funds are being used

Travel

· The provisions of University Administrative Practices Letter (APL) for travel remain the policy that we will follow 

http://www.maine.edu/pdf/IV-BTravelandExpenseReporting2008.pdf
· Expenses for food related to travel will be reimbursed as directed by the APL – see page seven of the APL

· If an employee will need overnight lodging then prior approval of the administrator for your unit is required before the expense is made

· General Extension funding will be limited to $1,000 per voting delegate to the national Extension professional associations. PLT or professional development funding can continue to be used for this purpose

· All staff are encouraged to prioritize programming over internal meetings for the use of travel

· Videoconferencing, conference calls or a combination of strategies should be used for meetings of PLT’s or organizational committees

· Administrative participation in national meetings will be curtailed and allowed only when there is compelling benefit to UMaine Extension.  As a result UMaine Extension will not be represented at the following:

· National Extension Director’s Meeting (New Orleans)

· National Extension Agricultural & Natural Resources Program Leaders Meeting (Orlando)

· New Administrator Orientation Program (Washington, DC)
Food

· The purchase of food with base funds is discouraged, however, it maybe allowable in specific circumstances.  For example

· Participants pay a fee for the event that includes the cost of refreshments or meals 

· Educational events or organizational activities where food safety would be an issue for participants who brought their own food, or where leaving the event to get food would be difficult

If there is a question about providing food then the expense is best decided on a case-by-case basis and staff should contact the administrator for your unit to discuss the situation and before providing food for clients or coworkers.  
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