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Purchasing Policy
I. PURPOSE:
To define the policy and procedures for requesting the purchase of supplies and materials utilizing VACREF funds. 

II. POLICY:
The Executive Director, President and the Treasurer of the Board are the only officials authorized to commit the expenditure of VACREF funds. If it is unclear whether any item or service should be paid for by VACREF, the Executive Director will determine the appropriateness of the request. Purchases that provide personal benefit are not allowed, nor are purchases that may give the appearance of a conflict of interest. Please note that some of the IRS rules in this area are not intuitive. VACREF will provide guidance, but final authorization of payment rests with the Executive Director. 

The following requirements apply for all purchases:

· Sufficient funds must be available in the requester's account to cover costs; 

· A research rationale must be provided for each research-related purchase; for education activities the expense must be within the scope of the proposal; 

· 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. 

VACREF funds cannot be used to pay professional licensure payments. Also, the costs of CME credits cannot be paid for members.

No expenditures will be authorized for donations to organizations engaging in general charitable or other philanthropic activities unrelated to research conducted at VACHS.

A VACREF purchase order (PO) is required for all purchases made using VACREF vendor accounts. 

Professional Memberships and Subscriptions

Subscriptions must indicate a business, not a residential, address for delivery.

Memberships and dues are generally not allowable expenses through VACREF. 
Professional societies that are general in nature and not specialty driven are not allowable expenses.

For research oriented memberships, the organization must have a research focus demonstrated by provision of a research journal(s) and/or scientific meetings. Payment of such memberships is predicated on the membership providing a journal or other subscription that would be at a much higher cost to non-members (possibly in excess of the total membership if purchased separately). In some cases, an organization’s journals are not available to non-members. Alternatively, a relevant research membership may provide access to the annual research meeting at a significantly reduced rate, and so justify membership as the prudent business decision.

Supplies

Laboratory supplies (including animals) and research office supplies may be purchased with research rationale provided.

Laboratory Animals
The Animal Research Facility (ARF) supervisor must approve in advance any animal orders that are to be delivered to the VA. Approval must be obtained before the order is placed with the vendor. This policy is to assure that only animals for which there is an Institutional Animal Care and Use Committee (IACUC) approved protocol are ordered; that an acceptable vendor is used; that space and caging are available; and that, should an expected order not arrive, it can be immediately investigated.

Computer and Laptop Purchases 
VACREF funds may be used to purchase desktop and laptop computers for use in or support of VA-approved research.  VACREF funds may not be used to purchase a desktop computer for home use.  To purchase a laptop computer, a specific rationale that explains the need for a laptop instead of a desktop computer must be provided.

Computers purchased with VACREF funds that are not related to federal awards may later be donated to the VA for use on the VA network if required.  Forms for donation can be obtained from the VACREF office.

Computer Disposal 
Principal Investigators are required to return all computers and laptops to the VACREF Office for disposal.

It is the responsibility of the Investigator to ensure that all personal programs and information have been erased from the hard drive prior to returning them to VACREF.

These requirements apply to all computers (PCs, Macintosh, UNIX, etc) as well as other items of computer equipment (e.g., printers, scanners)

All computer equipment will be disposed of in an environmentally-friendly manner.

Other Devices 
VACREF funds may not be used for the purchase of cell phone equipment.

Personal Data Assistant (PDA) devices may be purchased, but must include a specific research-related rationale for their use and should reflect reasonable pricing.

Other specialty devices or electronic items such as digital cameras may have a valid research rationale, but due to the potential personal use must be pre-approved before purchase.

Equipment Inventory and Depreciation 

A. Fixed Assets

1. Durable, non-expendable items with an acquisition cost of $1,000 or more with a useful life of more than a year will be considered equipment. All such equipment, including furniture, will be VACREF property and listed as a fixed asset.
2. GAAP (Generally Accepted Accounting Principles) requires that such fixed assets be depreciated over a reasonable term or the estimated useful life. Therefore, fixed assets will be depreciated using the straight-line method at a term set uniformly at five (5) years.
3. The equipment or furniture listed as part of the Institute's fixed assets will be tracked biennially for location and condition.
4. The acquisition cost will include all reasonable components that allow the equipment to function. The acquisition date will be the date of the invoice. 
B. Inventory

1. Durable items (equipment/furniture/computer systems) purchased with VACREF funds for greater than $1,000 will be listed on the VACREF inventory in order to maintain an inventory record.

2. If a researcher transfers to another 501(c)(3) research institution, s/he may direct a request to the Board of Directors to transfer fixed assets or inventory items that were purchased with VACREF funds if the item will continue to benefit VA research or education. A member may request that VACREF items purchased with non-federal funds be donated to VACHS for research support.
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