Sponsored Programs Purchasing

NOTE: Signature Delegation forms for individuals other than Pl/Co-PI must be on file prior to
any orders being submitted

Pl submits order on Sponsored Pl submits order on Research
Research Project Discretionary Project

Pl submits electronic requisition, with

quotes attached as necessary @ Requisition request must be filled out
(http://hera.odurf.odu.edu/purchasereq/pu completely — missing information will delay order
rchasereq.php) 9 Orders $5000-25000 require 3 quotes
1 (telephone, internet or catalog reference; orders
] ] $25,001 — 100,000 must include 3 written quotes
Request is electronically routed to and attached to requisition; over $100,000

purchasing administrator

v

Purchasing administrator downloads
request and data enters it into the RF
purchasing system (Abila)

require sealed bids

) - ) ) - ) Purchasing Administrator sends
Purchasing administrator emails Purchasing administrator emails email to SPA Finance Research
SPA Post award GCA requisition EVHSC SPA Post Award GCA to - -

o Administrator requisition needs
needs approval approve requisition
approval

Requisition reviewed and sent for final © up to $2000 to Purchasing administrator;
approval in ABILA to designated threshold $2000-10000 to Senior accountant; $10,001-
50,000 to Controller; $50,000+ to Director of
i Finance

level approver

Designated threshold level approver
reviews and approves; Requisition is routed
through ABILA system back to purchasing
administrator

Purchasing administrator places order
either with VISA procurement card or via
vendor website

RF purchase order generated for tracking
and payment reference

Order and shipping information provided to Pl

I

When order is received; Pl emails
Purchasing administrator packing list to
match with invoice when received from
vendor for payment

!

Invoice received, processed through accounts
payable, RF purchase order liquidated in
system (encumbrance cleared)
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