PRINTING/COPYING RULES FOR PARTICIPANTS

As a participant in a program administered by the Science Education Programs at the Oak Ridge Institute for Science and Education/Oak Ridge Associated Universities (ORISE/ORAU), you may have a need for printing services, which includes copying and making posters, that your host appointment site, laboratory, or university can’t provide, especially if you are on travel related to your appointment. You may be eligible to have ORAU/ORISE, with sponsor approval, assist you with your printing needs. However, there are federally mandated procedures that must be adhered to regarding printing services.  Public Law 102-392 deals with using federal funds for printing jobs.
Printing/copying services must be pre-arranged by ORISE/ORAU staff and the work must be performed at a FedEx Office location. ORAU/ORISE cannot reimburse you for printing services that you obtain at your appointment site, university, laboratory, or other vendors. The following summarizes the procedures:

1. Locate a FedEx Office (formally called FedEx Kinko’s) that provides the services you need done; make sure they participate in the GPO Express program (not all locations will provide the services that you need). For help in locating a suitable FedEx Office location, the Web site is www.fedex.com/dropoff. You should also determine if they can meet your time schedule – but do NOT place an order with them.  Have the location’s address and phone number available before you contact ORISE/ORAU staff. Only pre-identified ORISE/ORAU staff can place orders with FedEx Office on your behalf. If you make your own arrangements without proper ORISE/ORAU assistance, the costs will not be reimbursed. Also, if you have the printing/copying services done somewhere besides at an approved FedEx Office location, the costs will not be reimbursed.
2. Contact appropriate ORISE/ORAU staff during normal business hours (8:00 AM to 4:30 PM Eastern time) and provide them with information on the services you need completed and the address and phone number of the FedEx Office location where you want the work done. You should also tell ORISE/ORAU staff when you plan to go to the FedEx location to have the work done.  Ask ORISE/ORAU staff to contact you after they have made the arrangements with FedEx Office. The total costs for a work order are limited to up to $3,000. You are not allowed to make any additional purchases (e.g., office supplies) at the FedEx Office location. Also, the printing of business cards is prohibited.
Who to Contact at ORISE/ORAU:

Marie Westfall
        865-576-3425

                             Barbara Dunkin
        865-574-6440


                             
If you can’t reach any of these individuals, leave a message. However, you will not be able to have the printing/copying work done and be reimbursed until one of the above-listed people has contacted the FedEx Office you specified and provided them with the required information for the printing services.
3. ORISE/ORAU staff will contact the FedEx Office that you have designated, provide them with the information that they need for billing and inform them that you will visit their location to have a printing job completed. You will not need to provide FedEx Office with any money or your own personal credit card information.
4. Go to the FedEx Office and ensure that ORISE/ORAU staff has contacted them about you. If not, and you want to be reimbursed, do not have the job done. If the FedEx Office has the needed information from ORAU/ORISE, have them complete the work for you. When completed, you should get a copy of the receipt from them.
If you choose to have the printing job done, even though an ORISE/ORAU staff member has not made the arrangements, you will be personally responsible for the costs; you will not be eligible for reimbursement.
5. Send the original receipt to ORISE/ORAU as soon as possible after the completion of the job or your return from travel. If your name is not on the receipt, be sure to print it on there. The original receipt must be mail to Barbara Dunkin, ORAU/ORISE, P.O. Box 117, MS-36, Oak Ridge, TN  37831-0117.
