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Per the Discretionary Expenditures memo from Dean Andrews dated April 6, 2009, purchase of the following items requires approval from the Dean’s Office:

· Outside Consultants/Outside Purchased Services greater than $10,000 per project. (NOTE: If it is not funded from sponsored research, outside consultants on sponsored research follow the guidelines issued for sponsored research.) This does not include equipment maintenance/support agreements.

· Capital equipment purchases greater than $10,000. (NOTE: If it is not funded from sponsored research, capital equipment on sponsored research follows the guidelines issued for sponsored research.) 

· New furniture purchases must be made through selected contract vendors (see www.procurement.duke.edu for a complete list).

· Purchase or lease of a vehicle

· For any parking requests, follow the parking permits procedure. Forms are available at: http://www.parking.duke.edu/forms_apps/index.php. An SOM Approval form is NOT required for parking permits.

This process is part of a University-wide initiative to involve the School’s central administration in decisions involving larger sums of money for equipment and services that are of potential strategic importance as well as for items that Duke should only be purchasing in very limited circumstances. This effort is also intended to align the School of Medicine with University-wide mandates regarding certain expense controls. 

Purchases to 859x and 830x PDC codes do not need to follow this procedure; clinical departments are encouraged to consider the impact to their budgeted 5b for these expenditures.
The following process will be used to evaluate each request as efficiently as possible.

Manual Process

1. Complete the Expense Approval Request Form. 
2. Receive approval from the Departmental Chair or Center/Institute Director. 
3. Send the form to somapproval@duke.edu.
4. Once approved, the form will be returned to the Business Manager via email. 
5. Once approval has been received, the Department/Center/Institute may submit a purchase requisition with appropriate paperwork, including copy of the approval form, to Procurement Services. Procurement Services will not process purchase orders unless they receive an approved form with the requisition.
Buy @ Duke Process

1. All SoM Departments need to set their Cost Center--unrestricted and 39x (other than 393)--high limit stop at $9,999; this will ensure that all purchases above this amount will route within the unit for High Dollar approval. For the few items that need to route to SoM for approval, follow these steps:

a. Put the following information in the shopping carts “Notes” field:

i. Was the item budgeted?

ii. If not, can the amount be covered in the Unit’s budget?

iii. Why is the item needed?

iv. Any other information that may assist in the review process

b. The High Dollar approver needs to add Jessica Habecker (habec001) as an ad hoc approver (detailed instructions follow regarding how to do this in Buy@Duke).

c. Once submitted, the shopping cart will then work flow for approval. Following approval by the SoM, the cart will work flow to Procurement or additional institutional areas for any approvals that may be required. 

PLEASE NOTE: If you do not route Buy@Duke carts requiring SoM approval using this mechanism, Procurement will “inquire” as to the status of the cart due to the lack of proper approvals, which will return it to the Unit.

Adding an Ad Hoc Approver in Buy@Duke

Click on the shopping cart number to view the cart contents and details. After you have reviewed and are in agreement with the purchase, add the notes as described above and follow the steps below:

1. Under the heading “General Data”, click on Display / Edit Agents (excerpt shown below).
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2. This will open an “Approval Process Overview” window.  Click the Add Approver button on the “Header” tab, under the “Header Approved Status” heading.

3. An “Add Approver” window will open and display the Approver ID field, which will require you to enter the Net ID of the Ad Hoc approver. Enter habec001 (Jessica Habecker). Select OK at the bottom right of the window.

The Ad Hoc approver will then be added to the list of approvals currently required for PO processing.  A list of all prior approvers will then appear under the “H
