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The following delineates expenses that are generally defined as host expenses.  Unless specifically excepted below, these expenses are not allowed from any funds other than accounts authorized for hosting.

Hosting includes the following expenditures:

· Food, including snacks, candy, condiments, etc.

· Beverages, including alcohol, soft drinks, water, and coffee service

· Gifts, including flowers, plants, mementos, cards

This policy sets forth requirements for the hosting purchases of meals, refreshments, and gifts, regardless of the funding source of the account used for the purchase.  More restrictive standards may apply to expenditures from federal funds and recharge accounts, and from some grants and contracts and private gifts.  It is the responsibility of the individual incurring the expense to insure that there are no restrictions on these purchases by checking with the appropriate authority.

Nothing in these guidelines should be seen as preventing a dean or vice president from imposing more restrictive regulations and procedures in relation to these types of purchases within their college or division.  Such limits should be communicated in writing to all faculty and staff of the unit.

1. Alcoholic Beverages
The purchase of alcohol with university funds, regardless of the type of funding, is subject to the following limitations.

a. If on university premises, the provision of alcohol is subject to the requirements and procedures of the Alcoholic Beverages policy found in section 5,313 of the UAM.
b. The purchase of alcohol for personal consumption on university premises is only appropriate for official university functions such as receptions and special events where the serving of alcohol is usual and customary.
c. Reimbursement of an employee for personal consumption of alcohol while in travel status is prohibited.  This rule does not apply to hosted events while in travel status, however.
d. The purchase of alcohol at meals or gatherings off campus where only university employees are present is prohibited.  When external parties are present, the maximum expenditure for alcoholic beverages during business meals is $20 per attendee, unless approved by the respective dean or vice president.
2. Business Meals

The purchase of meals with university funds is appropriate if the purpose of the activity is business-related.  Such a purchase is deemed to be business-related if:

a. It reflects an ordinary and necessary transaction in order to conduct university business; AND 

b. The meal is in connection with a business meeting or workshop that runs through normal meal or break times and whose schedule permits the efficient gathering of employees from different offices or units across the institution OR the meal involves at least one external party to the university.
General university meal expense limits are $50 per person for dinner, $20 per person for lunch, and $12 per person for breakfast, excluding gratuity and the cost of alcohol, if allowable.  In accordance with Board of Regents’ policy, gratuity on meals should not be more than 20%.  Exceptions to the meal limits must be approved by the respective dean or vice president.

Hosted meals where the only attendees are university employees should be infrequent and only used for special events such as planning retreats, retirement recognitions receptions, and annual recognition or award ceremonies.  Meals for employee social events where the primary focus is on consumption of food, rather than conducting business or employee recognition, should be limited to one such event per college, division, or department per year.  Examples of social events include annual picnics, holiday parties, and Administrative Professionals Day/Week events.

Employees purchasing business meals should obtain an itemized receipt identifying both food and beverage charges as well as gratuity, regardless of the form of payment used.  This receipt must be accompanied by the appropriate Hosting Expense Documentation and Approval form when presenting a Request for Payment or when submitting the receipt for reporting on the University Purchasing Card (Payment Net) statement.  In addition, if a meal is only attended by university employees, an agenda or description of the business conducted at the meeting will be necessary for approval.  Any purchases that exceed the limits specified above or that are not accompanied by an itemized receipt or agenda/description will not be reimbursed by the university, or if charged to a university purchasing card, must be reimbursed by the responsible employee.

3. Snacks and Refreshments
Snacks and beverage items purchased for extended professional development or training or business meetings involving institutional teams, boards or committees may be necessary, and snacks and refreshments for these extended meetings are allowable hosting expenses.  However, expenses within departments for internal meetings should be limited to those associated with official administrative meetings that extend beyond two hours or for meetings at which at least one external guest of the university is present.  The use of university funds to provide routine or regular snacks and refreshments to unit or department employees as a consequence of their employment or at routine or regular class sessions is prohibited.

4. Gifts to Volunteers
The State of Nevada Administrative Manual allows awards or gifts to individuals who have volunteered their time to a state agency and are not being otherwise compensated for performing the service.  The limits on such awards or gifts for individuals who volunteer for the university are as follows:

· The service performed is on the individual’s own time and is not in the normal course of employment;

· The cost of each award/gift does not exceed $25; and 

· The agency has sufficient funds available for such awards/gifts.

5. Flowers, Invitations & Greeting Cards
Flowers purchased for decorative purposes or the costs of printing and mailing invitations to official university events or functions are not considered gifts and may be paid from any university account.

University funds cannot be used to purchase flowers, gift cards, donations of cash or university promotional logo items, or greeting cards, and the like, for or on behalf of any university employee, or for ill or bereaved employees or employees being recognized on account of a holiday or special event.

University departments and divisions will not use university funds to purchase or send holiday or other greeting cards within NSHE.  University funds may be used to purchase or send holiday or other greeting cards to donors.

6. Gifts, Plaques & Framing – Employees
Monetary gifts to employees, including gift certificates or gift cards, or anything that might be perceived as a gift, including items given as a thank you for or in recognition of services provided, cannot be purchased from any university account, EXCEPT in the following instances:

· If such gift or award was awarded through a documented competitive process (Note: these payments are required to be processed through the Payroll office); or

· If such gift or award was presented in recognition of an employee’s retirement from the university or lengthy service to the university (more than 10 years), provided this gift or award has been approved by the appropriate dean and/or vice president and is documented on a completed host form, charged to a host account and does not exceed $250; or

· If the plaque, award or framed artwork was purchased for permanent display in a university owned building.

7. Donations and Other Payments
Payments to external organizations for other than goods or services received by the university, and donations or transfer of university funds or property to charitable, scientific or educational organizations are not permissible unless paid from an agency (1901 fund) account.

This policy does not preclude the purchase of tickets or tables for events hosted by these entities subject to preapproval by the President’s office.

University owned surplus property is exempted if the appropriate process has been followed per NSHE Guidelines and Procedures Manual (Chapter 1, Section 2).
Approval of Host Expenditures: Approval of host expenditures must be obtained using the Hosing Expense Documentation and Approval form.  Regardless of the signature authority on the account funding the expenditure, approval may only be made by the Executive Vice President & Provost, vice provost, vice president or dean.  This approval may not be delegated below the dean.

Pre-Approval of Event Tickets: Approval of host expenditures for event tickets in excess of $500 must be obtained president BEFORE the tickets are purchased.

Accounts Authorized for Hosting Expenditures: Each college or division may have one account under the control of the dean and/or vice president authorized for host expenditures.  Additional hosting accounts, such as gift accounts or grants and contract accounts specifically identified by the donor or the grantor as allowing hosting must have the approval of the appropriate vice president or dean in order to be established.

Funding of Host Accounts: Funds may be transferred, upon approval of an authorized account signer and the controller, operations accountant or financial accountant, into each college or division host account from general unrestricted funds, excluding state appropriated funds or accounts established for recharge centers, grants and contract, or gifts. 

Development Activities; Governmental Relations; and/or Table Purchases: For more information please refer to Section 1,068.
Exceptions to Hosting.  When the above items are purchased in connection with the following activities, they ARE NOT considered hosting expenses:

a. Participant Funded.  If the above expenses are being paid from accounts where participants in seminars, conferences, or other such activities have paid for these expenses in advance and if it is specifically indicated that the expenses have been “paid for by participant fees” they are not considered hosting.  Documentation for each specific expense transaction in the form of a class announcement, flyer, or registration form (which shows that meals or refreshments are included in the fees collected) must be attached to each payment request.

b. Student Recruitment Activities.

c. Student Athlete Recruitment, Team Meals & Training Tables.

d. Payments from Agency Accounts (Fund Account 1900), unless reimbursement of an employee occurs.

e. 

· 
· 
· 
· 
· 
· 
· 
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· 
· 
· 
· 














RATIONALE FOR CHANGE: Revisions were made in order to clarify hosting policies and procedures.  

Development and Governmental Relations Activities and Table Purchases XE "Guidelines for Hosting Purchases of Meals, Refreshments and Gifts" 
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Development Activities which must be done in conjunction with the Development Office and /or Development staff assigned to each individual area as part of their prospective donor work.  The following development activities  are not subject to the hosting meal and alcohol limits:

· Introducing potential donors to the university with the goal of receiving charitable gifts and grants in the form of money, securities, services, materials, facilities or other assets in support of the university’s priorities.

· Maintaining relationships with potential or existing donors, friends, and alumni of the university.

· Publicizing and conducting fundraising campaigns for specific schools, colleges, designated programs and university-wide needs and priorities.

· Types of events to include athletic events, groundbreakings, luncheons, dinners, and other events that have the capability to get people familiar with the university engaged and interested in its plans and vision for the future.

· Undertaking and conducting other activities that involve soliciting charitable gifts and grants from individuals – alumni and friends, corporations, foundations and other organizations.

· Recognizing and publicizing the generosity of donors and providing stewardship to donors.
In order for the expenditures to be approved all development actions entries must be entered in to the central fundraising database prior to forms being submitted to the signature authority.
Governmental Relations – The following governmental relations activities are not subject to the hosting meal and alcohol limits:

· Events conducted for the purpose of introducing or furthering interaction between local, state, and federal elected or appointed officials and/or their staff with university administrators, faculty, or staff.

· Events conducted for the purpose of representing or advocating the interests or importance to the university and NSHE in the development of governmental policy, appropriations, legislation, or executive directives.

· Developing or maintaining governmental relationships with the goal of promoting the university in a manner with local, state, and federal elected or appointed officials and/or their staff.

· Pursuing opportunities for favorable institutional-governmental projects and initiatives.

Approval must be obtained using the Development and Governmental Relations Activity Expense Documentation Approval Form.

The vice president for Development and Alumni Relations must approve all of the above expenses related to development activities.  The director of Governmental Relations or the president must approve all of the above expenses related to governmental activities.

Table Purchases: It is the policy of the NSHE that the purchasing of tables at charity events or other public functions shall be limited (see CHANCELLOR’S MEMORANDUM #01-02, dated April 20, 2001).  The Chancellor’s Office has set a limit for the University of Nevada, Reno of $30,000 per fiscal year to purchase tables.  This $30,000 is the limit for the cumulative amount of money to be spent on table purchases from the entire campus per year.  Thus, every table purchase must be approved in advance by the President so that the university as a whole does not exceed the $30,000 limit.

Departments are encouraged to purchase individual tickets rather than tables.  Purchasing up to four tickets to an event will not be counted as a table purchase and thus does not require advance approval.

The cut-off date to request the purchase of a table for the next fiscal year in May 31.  The Table Request Form is available on-line at the university’s website.  Before a department uses host funds to purchase a table, the request must have been approved in advance.  If the host funds came from a gift that was designated in writing, in advance, by the donor for the purchase of a table at a specific event, the purchase will be excluded from the $30,000 fiscal year limitation.

Purchase of tables to university events that are for fund-raising or public functions is not included in the $30,000 table limit.  The purchase of tables at campus sponsored fund-raising events may not include any gift portion of the table cost.  The department organizing the event will have the right to determine if it will agree to sell a table for only the non-gift amount.

Purchase of tables to university events that are primarily awards ceremonies or non-public functions such as the Senior Scholars Banquet and Staff Employees Council Award Luncheon are not included in the $30,000 table limit and do not require advance approval under this policy.

The decision by the President on which table purchases to approve will be based on justification provided by the department and the table purchasing standards outlined in the Chancellor’s memorandum.  As noted in the Chancellor’s memorandum, tables may NOT be purchased for events sponsored by other NSHE institutions.  Also, tables may NOT be purchased at events, sponsored by, or for the benefit of political action groups or political candidates.

.

The philosophy underlying the purchasing of tables and/or tickets to events is to advance the overall academic mission of the university, including fund raising and community relations.

In most instances, this philosophy is best implemented by having NSHE employees sitting at different tables and/or by inviting community constituents to the hosted table.

If you have any questions about the table purchasing policy, please contact the President’s Office.
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RATIONALE FOR CHANGE: Revisions were made in order to clarify development and governmental relations activities and table purchases.  In an attempt to make the Administrative Manual more user friendly the committee also approved renumbering and renaming the policy
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Definitions:

.Institutional Memberships – Memberships in organizations which are held in the name of the institution, but not in the name of an individual.

Individual Memberships – Memberships in organizations which are not held in the name of the institution, but in the name of an individual.

Professional Association Dues (and other similar organizations) – Dues to professional associations or organizations for which an individual qualifies by virtue of educational background, the occupational field to which the individual belongs, or because of interest.

Individual Licenses – Licenses which may be required of individuals in certain occupations by state or local law (i.e., CPA licenses, real estate licenses, and medical licenses).

Procedures:

Institutional memberships can be paid from state funds.  Payments may be made from state funds under the control of vice presidents or deans.  However, before such a membership is paid, it requires the approval of the appropriate vice president, dean or designee for determination that it is not a personal membership, the institutional membership is in the interest of the university, and is not a duplicate membership.

Payment for individual memberships, professional association dues, or individual licenses is not permitted to be made from state funds.  However, payment for such may be authorized from non-state funds by the appropriate vice president, dean or designee and must result in the direct benefit to the university.  Because of the diminishing level of returns to the university in authorizing payment for such memberships, a determination should be made that an individual does not belong to several organizations.  For the same reason, care should be exercised that university funds are not authorized for various individuals to belong to the same organization.

Any delegation of approval authority for memberships, association dues, or professional licenses must be in writing, updated every time a change in that delegation occurs, approved by the President or Executive Vice President & Provost, and copies distributed to the appropriate offices.
RATIONALE FOR CHANGE: In an attempt to make the Administrative Manual more user friendly the committee approved renumbering this policy in order for the hosting policies to be contiguous in the manual.





RATIONALE FOR CHANGE:  In an attempt to organize and clean up the University Administrative Manual the committee has approved the deletion of the attached policy as the university no longer has a stores function.     
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1. Change Orders and Purchase of Commodities, Goods, and Services (not related to construction contracts or professional service contracts for construction services):
a. For any purchase order for goods and service less than $25,000, one quote is required.  Cumulative change orders exceeding 10% of the original contract must be recommended by appropriate staff, reviewed and approved by the appropriate signature authority and supervisor.

b. For any purchase order for goods and services $25,000 or more, but less than $50,000, two quotes are required.  Cumulative change orders exceeding 10% of the original contract must be recommended by appropriate staff, reviewed and approved by the appropriate signature authority and supervisor.

c. For any purchase order of goods or services $50,000 or more, BCN Purchasing will conduct a formal solicitation process, RFP, RFQ, RFI or bid must be sought.  Cumulative change orders exceeding 10% of the original contract must be recommended by appropriate staff, reviewed and approved by the appropriate signature authority and supervisor.

2. Change Orders and Purchase of Construction Services, excluding Professional Services for Construction Projects:
a. For purchase orders related to new construction and renovation projects that are less than $25,000, one quote is required.  Cumulative change orders exceeding 10% of the original contract must be recommended by the appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and approved by the vice president for Administration and Finance.

b. For purchase orders related to new construction and renovation projects that are $25,000 or more, but less than $100,000, three firm written quotes are required, or bids may be sought.  Cumulative change orders exceeding 10% of the original contract must be recommended by the appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and approved by the vice president for Administration and Finance.

c. For construction project contracts that are between $100,000 and $1,000,000, BCN Purchasing will conduct a formal bid process, as described in the Board of Regents’ purchasing guidelines.  Cumulative change orders exceeding 10% of the original contract must be recommended by the appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and approved by the vice president for Administration and Finance.

d. For construction project contracts exceeding $1,000,000, BCN Purchasing will conduct a formal bid process, the resulting contracts must be sent to the Chancellor’s Office for approval after the campus approvals are obtained.  All change orders must be recommended by the appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and the vice president for Administration and Finance, and then sent to the Chancellor’s Office for approval, unless the change is de minimus and does not materially increase the risks of the contract such as brief extensions for time of performance, then the vice president for Administration and Finance may approve the change order.

3. Change Orders and Purchase of Professional Services for Construction Projects:
a. For all construction related professional services contracts that are less than $25,000, one quote is required.  Cumulative change orders exceeding 10% of the original contract must be recommended by appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and approved by the vice president for Administration and Finance.

b. For all construction related professional services contracts that are more than $25,000 but less than $100,000, Facilities Services will evaluate and select the most qualified consultant based on qualifications reviewed from at least two consulting firms.  Facilities Services will then negotiate a fee with the selected firm.  If unable to agree to an acceptable fee, the next qualified firm will be selected and negotiated with.  Cumulative change orders exceeding 10% of the original contract must be recommended by appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and approved by the vice president for Administration and Finance.

c. For construction related professional services contracts that are between $100,000 and $1,000,000, Facilities Services will prepare a scope of work and BCN Purchasing will conduct a formal RFQ process for architects and engineers, including advertising in a newspaper of general circulation.  A university committee (comprised of facilities staff and other university personnel) will review vendor qualifications and identify the most qualified firms, on the basis of demonstrated competence and qualifications.  The selected firm(s) will be interviewed and the highest ranked firm will be selected by the committee.  Facilities Services will negotiate a fee proposal with that firm.  If unable to agree to an acceptable fee, the next qualified firm will be selected and negotiated with.  Cumulative change orders exceeding 10% of the original contract must be recommended by appropriate facilities staff, reviewed and recommended for approval by the associate vice president for Facilities and approved by the vice president for Administration and Finance.

d. For construction related professional services contracts exceeding $1,000,000, following the RFP process for architects and engineers, the resulting contracts must be sent to the Chancellor’s Office for approval, once campus approval are obtained.  All change orders must be recommended by appropriate facilities staff, reviewed and recommended by for approval by the associate vice president for Facilities and by the vice president for Administration and Finance, then sent to the Chancellor’s Office for approval, unless the change is de minimus and does not materially increase the risks of the contract such as brief extensions for time of performance, then the vice president for Administration and Finance may approve the change order.

RATIONALE FOR CHANGE:  Codification of the current policy was required in order to bring the University into compliance with NSHE and state regulations.

Affirmative Action Plan XE "Affirmative Action Plan" 
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The University of Nevada, Reno is a federal government supply and service contractor subject to the affirmative action requirements of Executive Order 11246, the Rehabilitation Act of 1973 as amended, and the Vietnam Veterans’ Readjustment Assistance Act of 1974, Section 4212.  Because the University has $50,000 or more in annual contracts with the federal government and employs 50 or more employees, we are required to prepare annual written Affirmative Action Plans (AAP’s) for minorities and women, for covered veterans, and for persons with disabilities.

Failure to comply with these laws and their implementing regulations, which are enforced by the Office of Federal Contract Compliance Programs (OFCCP), can result in debarment of the University from future contracts and subcontracts.

Affirmative Action is a term that encompasses any measure adopted by an employer to correct or to compensate for past or present discrimination or to prevent discrimination from recurring in the future.  Affirmative Action goes beyond the simple termination of a discriminatory practice.  As stipulated in federal regulations, a prerequisite to the development of a satisfactory Affirmative Action Plan is the evaluation of opportunities for protected group members, as well as an identification and analysis of problem areas inherent in their employment.  Also, where a statistical analysis of the employee workforce reveals a numeric disparity between incumbency and availability of minorities or women, an adequate AAP details specific affirmative action steps to guarantee equal employment opportunity.  These steps are keyed to the problems and needs of protected group members.  For minorities and women, such steps include the development of hiring and promotion goals to rectify the disparity between incumbency and availability.

Responsibility for the development of the Affirmative Action plan resides with the Office of Human Resources.  Communication of placement goals and action oriented programs shall be communicated to the various constituencies.  
President’s annual endorsement:
It is the policy of the University of Nevada, Reno and my personal commitment that equal employment opportunity be provided in the employment and advancement of disabled veterans, other veterans, and persons with disabilities at all levels of employment, including the executive level.  The University of Nevada, Reno does not and will not discriminate against any applicant or employee because he or she is a disabled veteran, other veterans, or because of a physical or mental disability in regard to any position for which the applicant or employee is qualified. In addition, the University of Nevada, Reno is committed to a policy of taking affirmative action to employ and advance in employment qualified disabled veterans, other veterans, and individuals with disabilities. Such affirmative action shall apply to all employment practices, including, but not limited to hiring, upgrading, demotion or transfer, recruitment, recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and selection for training, including apprenticeship and on-the-job training. Decisions related to personnel policies and practices shall be made on the basis of an individual's capacity to perform a particular job and the feasibility of any necessary job accommodation.  The University of Nevada, Reno will make every effort to provide reasonable accommodations to any physical and mental limitations of individuals with disabilities and to disabled veterans.
Our obligations in this area stem from not only adherence to various state and federal regulations, but also from our commitment as an employer in this community to provide job opportunities to disabled veterans, other veterans, and persons with disabilities.
RATIONALE FOR CHANGE: The president’s annual endorsement of affirmative action statement was added to the policy as required by the Affirmative Action Plan.


Waivers for Continuing Education XE "Waivers for Continuing Educations" 
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Persons eligible for grants-in-aid may, at the discretion of the vice provost of Extended Studies, be granted a waiver of the registration fee, or a portion of it, for Extended Studies for-credit courses or programs, provided the course or program has sufficient numbers of fee-paying students in order to be offered.  For classified employees using the classified employee fee benefit program to pay for a class through Extended Studies, the maximum amount to be paid is equivalent to six undergraduate credits.

RATIONALE FOR CHANGE:  Revisions update the maximum amount of undergraduate credits to be paid for by the classified employees’ fee benefit program from three to six credits.


Conflict of Interest Policy
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The Conflict of Interest policy sets forth University of Nevada, Reno, NSHE Board of Regents, state and federal requirements to identify, manage, reduce and/or eliminate conflicts of interest.  The key to conflict of interest management is timely and appropriate disclosure by university employees who shall disclose any outside activity or interest that may adversely affect, compromise, or be incompatible with the obligations of the employee to the university or to widely recognized professional norms as defined in the policy.  Employees shall disclose all potential conflicts held by the employee or the employee’s household or family members that the employee knew or should have known.  Such disclosure shall be made on an annual basis by all university employees and on a project basis as necessary for other employees.  Potential conflicts of interest, when properly disclosed and managed, can serve to benefit the University, the State of Nevada, and the nation.  The policy prescribes procedures for disclosure, review, and for the exercise of ongoing oversight of potential and/or actual conflicts where necessary.  It also provides for review of decisions at higher levels of university administration.  Lastly, it indicates the sanctions that may be applied when the policy is violated.

To view the entire Conflict of Interest Policy and access the Annual Summary of Outside Activities and Interests form:  http://www.unr.edu/ospa/website4/content/policy.htm
RATIONALE FOR CHANGE: Minor revisions were made to the policy in order to clarify that all university employees are required to disclose any potential conflicts of interest.


Insurance for NSHE Owned Vehicles
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Newly purchased or donated vehicles are set up for automobile liability and physical damage coverage (including comprehensive, collision, and theft protection) through Business Center North (BCN) Purchasing upon acquisition of the vehicle.  For purchased or donated vehicles departments must complete an NSHE Owned Motor Vehicle Form (URM-004) and submit to the BCN Risk Management Office and the Attorney General’s Office within 30 days of the vehicle acquisition.

Vehicles Less Than and Including Ten Years Old:

The premiums for automobile liability and physical damage coverage are paid out of a central university account.  Liability coverage is mandatory and is maintained and paid through this account as long as the vehicle is owned by the University.  Physical damage coverage is paid through the central account until the age of the vehicle reaches ten years.  

There is a $300 deductible for each automobile physical damage claim.  Departments are responsible to pay the deductibles for accidents and claims involving their vehicles.  Currently there is no deductible for liability only claims.

Vehicles Older Than Ten Years Old:

If a department wishes to retain physical damage coverage after the vehicle is ten years old they may do so by completing “Vehicle Change Reporting Form” and submit it to the BCN Risk Management Office.  All departments are notified by the BCN Risk Management Office when the physical damage coverage for a vehicle is due to be discontinued.  If the department chooses to retain the coverage, the premium is assessed directly to the department.

The cost for physical damage coverage generally ranges between $85 and $150 per vehicle per fiscal year.  A new rate is established each year and is communicated to all departments through the BCN Risk Management Office.

Golf/Utility Carts:

Physical damage insurance for carts is not paid through the central university account.  If a department wants to have this coverage for their carts, a NSHE Owned Motor Vehicle Form (URM-004) must be completed and submitted to the BCN Risk Management Office.  The cost for this coverage is billed directly to the department.  The rate is the same as the general automobile rate for each fiscal year.  Carts are not covered under the property insurance program.

The BCN Risk Management Office maintains a master list of all UNR vehicles and carts and the insurance coverage that is in place.  On an annual basis, and in conjunction with budget planning processes, all departments are notified by the BCN Risk Management Office regarding vehicles and carts that need to be considered for coverage through the individual department.  This notification generally occurs in February or March of each year.  
RATIONALE FOR CHANGE:  Codification of the current policy was needed in order to bring the manual up to date on current practice.

Sustainability Committee
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The Sustainability Committee recommends policy and reports to the president through the executive vice president & provost.  The ongoing charge of this committee is to:

· 
· 
· 
· 
· 
· 
· 
· 
· Assist in the preparation of the Climate Neutrality Plan
· Prepare an annual greenhouse gas inventory
· Recommend amendments to the Environmental Policy and other university policies as appropriate
· Develop processes for sustainability 
· Demonstrate feasibility for achieving environmental sustainability
· Educate the members of the university community on environmental issues
· Help identify funding for sustainability projects
· Assist with implementing measurement technology
· Monitor and report on progress
Members of the Sustainability Committee include:










· Four (4) faculty members nominated by Faculty Senate, in consultation with the executive vice president & provost
· One (1) classified staff member nominated by the Staff Employees Council
· Two (2) members from Facilities Services nominated by the vice president for Administration & Finance
· One (1) member from Parking and Transportation Services nominated by the vice president for Administration & Finance
· The vice president for Administration and Finance, or his designee

· One (1) member from Environmental Health & Safety nominated by the vice president for Research

· One (1) member from the Academy for the Environment, nominated by the vice president for Research
· One (1) member from Student Services, nominated by the vice president for Student Services

· Two (2) student representatives, one each nominated by ASUN and GSA

· The Sustainability Coordinator (currently Environmental Affairs Manager)
· One (1) external member nominated by the vice president for Administration & Finance
The president, or designee, shall select the chair of the committee


RATIONALE FOR CHANGE: Revisions were made in order to reflect the changes to the committee’s name as well as update the charge and membership of the committee.

Print Releases
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A print release is required for all university printing projects using external vendors and costing more than $50.  Print release forms must be obtained prior to printing and can be downloaded online at www.unr.edu/silverandbluekit.
Prior approval must be obtained from Digital Initiatives.  All print and copy jobs must meet the University’s Graphic Standards to obtain a print release.    Projects printed without prior approval are subject to review and approval by the Office of the President.  These projects may need to be reprinted at the originating department’s expense.
The following do not require a print release:

a. Instructional materials, such as tests, syllabi, articles and reports
b. Scholarly works, such as a dissertation or thesis
c. Items related to the business system (letterhead, envelopes, business cards, etc) must be printed by university contracted vendors listed at www.unr.edu/silverandbluekit.  
Projects completed by the University Copy Center do not need a print release but must follow the University Graphic Standards.  Should the Copy Center outsource a job in excess of $50 to an external vendor, the Copy Center will inform the department.  It is the responsibility of the department to obtain a print release.  
University Logo
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The Block N logo is the core element of the graphic identity program, and it should appear on all university communications.  The logo should be used on the front of every university publication including newsletters, invitations, promotional items, recruiting materials, postcards, brochures, and posters, etc. The logo should appear at the top of every website.  
Secondary artwork can be developed for special events.  The artwork must be coordinated and approved by the Office of the President.  The artwork is valid for use one year from the date of the special event, such as the opening of a building.  After the one-year anniversary, the department and college must retire the artwork and use the university logo on all publications and websites.

The Block N logo must be used in tandem with all uses of the secondary artwork.  Exceptions will be granted on a case-by-case basis.

For more information visit: www.unr.edu/silverandbluekit. 
RATIONALE FOR CHANGE:  New sections were created in order to codify the policies of acquiring an approved print release when using external vendors and costing more than $50 and using the Block N logo on all university communications
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