PROCUREMENT & TRAVEL CARD 
PURCHASING NON-ALLOWABLE LIST
The first section (3 groups) includes items that rarely or never can be purchased:

(Potential) Personal Items 

· Alcoholic Beverages - NEVER

· Bottled Water; Candy; Soft Drinks

· Food – See OSC website – go to SAAM 70.10 and 10.40.50; 10.40.70; 10.90.20 –must meet these criteria and must also have Director-Commissioner authorization.

· Coffee 

· Decorative Items 

· Flowers/Plants/Greeting Cards 

· Narcotics/Prescriptions and other over the counter medication 

· Party/Holiday Decorations 

· Regalia 

· Small Appliances-microwaves, toasters, refrigerators, coffee makers, air conditioners (by exception) – contact Buyer in Division of Purchases
· Supplies and Food for birthday & other celebrations

· Conferences – See “Executive Order 15 FY 11/12” – An Order Directing State Agencies to Give Priority to Maine State Armories – follow this directive and get written documentation that it has been done to attach to your receipts.

· Catering

Promotional/Logo Items 

· Novelty Items 

· Shirts – See clothing policy – must go through Division of Purchases

Other 

· Airfare or other Travel Expenses – call your Travel Card Coordinator.

· Car Rental – see Central Fleet for any vehicle needs.
· Cash Advances - NEVER

· Certifications 

· Fuel/Gasoline – (exception for ATVs, snowmobiles, outboard motors)

· Gifts/Contributions/Sponsorships/Pledges 

· Gift Certificates/Gift Cards/Shopping Cards - NEVER

· Hotel/Motel Lodging – call your Travel Card Coordinator

· Internet Service/Cell Phone Service 

· Medical Service

· Personal Purchases 

· Phone Cards 

· Restaurants 

The second section addresses OIT items:

Computers/Printers/Scanners/Software

· All computer equipment / hardware, printers and scanners, and software must be processed and ordered through Office of information Technology (OIT).  If OIT authorizes you to purchase the item under your own Agency, get this in writing and attach this to your invoice as your authorization to buy an item outside of the OIT purview.
The last section addresses items that are generally covered by 
Master Agreements.
Check the Master Agreement List on the Purchases Website to find the correct vendor for the commodity.  These items must be purchased from the specified vendor unless you get an exception from the related buyer or the P-Card Administrator.  This means that you may purchase these items on a P-Card but you must buy from the contracted vendor.  Once you determine the appropriate vendor, follow the Master Agreement Procurement Policies and Procedures 

MAs - Under $5K use a P-Card; Over $5K do a Delivery Order.
Services – must do a BP54 and a CT (see website) – do not use P-Card.

Follow existing state contracts and current Procurement Rules and Regulations. This list may not include all non-allowable items and is subject to change. If in doubt contact your Agency Procurement Card Coordinator (APCC) or P-Card Administrator Bambi Tefft (624-7341).
Master Agreement (MA) Items 

· Clothing – Must go through Division of Purchases with RQS/BPO/MA
· Printing – Must go through Division of Purchases with RQS/BPO/MA
· Office Supplies

· Medical Supplies

· Ammunition – Must go through Division of Purchases RQS/BPO
· Capital Equipment-Commodity purchases $5,000.00 and above (including taxes and freight) – must do RQS to Division of Purchases for competitive bidding.
· Cell phones 

· Envelopes – Plain or Printed – all MUST go through Division of Purchases
· Letterhead and Envelopes – all MUST go through Division of Purchases
· Light Bulbs ( in bulk over $100) & all Electrical Peripherals
· Paper towels (in bulk over $100) 

· Stock Continuous Blank Labels 

· Telephones-check with Telephone services 

· Toilet tissue (in bulk over $100) 

· Tires (auto, truck, bus, agricultural tires) 

· Vehicles-new or used 

· Copy, Printer and Print Shop paper
· Fuel for any State type of conveyance (car, van or boat)
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