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Purpose
To establish the guidelines for the purchase of items utilizing IMR funds associated with an active research protocol or education project.
Scope
IMR Board of Directors, Research Investigators and staff and IMR administrative staff
Policy
The following requirements apply for all research purchases made through IMR: 

· Sufficient funds must be available in the requester’s project to cover costs.  

· A research rationale must be provided for each research-related purchase.

· All purchases for sponsored research projects must be reasonable and necessary for the performance of the project as well as allowable and allocable under the terms and conditions set forth in the grant.  

Pre-Approval Costs

Salary costs may be charged for protocol submission and other work involved in getting a new study up and running with the understanding that the costs will be reimbursed from either the study sponsor or from the PI from other funds.  The salary costs will be applied to a new account for the new study and the funding will be provided from IMR Administrative funds.  Upon receipt of payment from the study sponsor a reimbursement will be made to IMR’s Administrative account.  In the event an approved protocol/agreement cannot be reached then the PI will be liable for these costs.

IMR will reimburse appropriate research expenses upon the submission of the original receipt and a statement signed by the Investigator indicating the purpose 

Reimbursements will NOT be made for gifts, liquor or any other item not related to research.

Meals in conjunction with non-routine meetings may be reimbursed but require explicit documentation including the reason for the meeting and individuals in attendance.  It is advised that you contact the IMR administrative staff prior to any function involving food to determine if such costs are likely to be reimbursable.

Memberships and licenses are not usually allowable expenses.

Purchases that provide personal benefit are not allowed, nor are purchases that may give the appearance of conflict of interest. Please note that IRS rules in this area are not intuitive. IMR will provide guidance and final authorization of payment rests with the Executive Director. Please review this section and whenever appropriate discuss the proposed purchases with IMR before ordering.  Any questionable purchase or vendor must be approved by the Executive Director prior to making the purchase. 

Procedures

IMR has accounts established with vendors that have been previously utilized.  If the need to purchase an item from a vendor with whom IMR does not have an account arises, contact the IMR administrative staff with the details of the vendor. IMR will establish an account and notify the PI or the authorized staff once the account has been set up.   Account numbers established with vendors are specific to IMR and should be utilized when purchases are made with IMR maintained funds.  These are not be confused with account numbers assigned to the VA or Duke which may cause invoicing issues.
IMR purchase order (PO) numbers must be used for all purchases made. PO forms are available in the IMR Handbook or may be obtained from the IMR business office.  Clearly indicate IMR as the “bill to” party with the appropriate mail stop included.  Failure to do so may create payment problems which could have an adverse effect on your continued ability to purchase.

Any purchases including toxins, time sensitive chemicals or radioactive materials require additional procedures and an approval process prior to purchase.  Contact the IMR administrative office for these procedures prior to purchase.

PI’s may delegate in writing responsibility and/or approval of invoices to other study staff.  The signature of the authorized individual on the invoices verifies that the items on the invoice were received in the quantity/quality specified; have been reconciled to the appropriate purchase order, will be used in correlation with an approved research/education project and that the purchase will directly or indirectly support the research/education project.   
Resolving discrepancies in invoices is the responsibility of the individual who placed the order.  Discrepancies that affect payment of invoices should be brought to the attention of the IMR administrative staff.
IMR maintains accounts with vendors who are competitive and generally offer the lowest price available. IMR vendors often match the prices given to the VA or Duke University. Questions and concerns with vendor selection or competitive pricing may be directed to the IMR office. 

IMR understands the need to maintain continuity of vendors during the course of research. Also, the volume of purchases under $5,000 makes it impractical to supply written documentation for each purchase. PI’s and their authorized staff are required to use sound business judgment and to rely on professional experience in making the buying decision. All reasonable effort should be made to use and verify available discounts, check comparable market prices and review past purchase orders for similar items. 

When a PI or authorized staff needs to use a single or sole source in the acquisition of a product or service with a cost of $5,000 or more, a vendor justification is needed. Single sources means other sources are available but the PI chooses to use only one particular source. Sole source means that no other source than the one recommended is available that meets the needs for that specific purchase. The IMR business office must be contacted in advance of making these types of purchases. All purchases over $5,000 must include documentation of the need for the purchase, the basis of the contractor selection and the price data. 

For all the purchases under the Federal Government Grants Programs, IMR abides by Circular A-110 of the Office of Management and Budget of the United States. 
Subject Payments

IMR will issue checks to subjects for study participation and mileage, as appropriate, upon the completion of the required form.

Animal Purchases and Per Diems

Purchases of research animals require prior approval by the Research Protocol Office and Animal Facility before contacting IMR for a PO number.

At the end of each month, IMR receives a VA invoice for per diem fees which is forwarded to the Investigator for approval for payment.
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