Sjoonsorec[ Program Purcﬁasing Guidelines

https://sites.udel.edu/generalcounsel/policies/travel-and-business-hosting-policy/



FAQs

BEFORE making furcﬁases, f[ease Eegp in mind these genera[ guic[e[ines.

If a facu[ty member, be sure to check the qpyroved 6uo{qet justification, Notice of Award (NOA)
and Chart of Accounts (COA) for a[[owaﬁi[ity and a[[ocaﬁi[ity of CoSts.

If a stuc[ent, be sure to check with your facu[ty advisor/mentor and/or c[efartment’s Siggoort staff

(i.e. c[efartmenta[ Grants ﬂna[yst as listed on the last fage).

ALL expenses recluire justification with an itemized receipt, regaroffess of whether the individual
cost is under $25.

If tmve[ing internationa[[y on a non-U.S. airline with fec{em[ func[s, the F[y America checklist
must be comf[etec[ Jam to making f[igﬁt reservations (ﬁtips://www].uc[ez[eo{u/researcﬁ/jacﬁ[/f{y-
america-waiver-cﬁeck[istyaﬁ?.



Alcohol,

entertainment,
& fersona[ costs

Unallowable Costs

vae[

insurance,
COVID tests, &
1st class seating

Ofﬁce and

genem[ (TRY
Sq]ﬂfﬁ'es that
cannot be
c[ear[y traced to
any one frzzject

General printing
costs that
cannot be

c[ear[y traced to

any one fr(y'ect

Professiona[
memﬁersﬁjp

costs not

rec]uirea[ to
fresent Jorcject
research




Potentia[[y Unallowable Costs

These costs require detailed justiﬁcations to avoid audit f[ags.

Food costs o{um'ng
campus events

Sﬁjpment costs to , and external
, Comyuter/E[ectronzc ,
collaborators (z.e. symposiums

FedEx cﬁarges) costs (i [qptgps) a[reao[y Jorovio{eo[
6y the ﬁosting

VeENnue

Purchases made
tﬁrougﬁ retail

vendors (i.e.
Amazon)




Describe W_ﬁo the furcﬁase(s) sz%vorts

5 E [ t Describe What the jaurcﬁase(s) is and
e m e n S 0 how it supports the fr(zject(s)*
Io[entify m the yurcﬁase(s) is made
a ro n ﬂ Ey ﬁigﬁ[igﬁting the order date
4 4 8 Iafentify Where the furcﬁase(s) will
u S tl l C a tl 0 n frovicﬁz support 5y ﬁigﬁ[igﬁting the

business name and address on the invoice

*Brief(y eafp[ain the rationale for cost allocation when a Descri 56 My tﬁe fur C ﬁ(lS 6(5 ) Was mac[e
yurcﬁase is gp[it across mu[tg’p[e projects.

and should be cﬁarged to a syecz’fic gmnt
fr(y'ect(s)**

“*A Word document or e-mail conversation with the  project
facu[ty lead can be attached in Concur for additional space.




For an c]uestions, contact
your gpartment’s Grants

ﬂna[yst (GA):

Click the link to finc[ your c[eyartment’s GA

ﬁttjos://www,cas.uc[e[.ec[u/aﬁout/cas-cﬁrectory#Oc[?a622f—65 14-493](-5362—
71794a956ad8=%76%22k%22:%22%22%2c%22r%22:%5b6%76%22n%22:%22BiosClassificationRefiner%22%2c%22t%22:9%56%22%5¢%22%C7%82%C7%824 7726167420446 16616 765646 56
e74%56%22%22%55[%26%220%22:%ZZancf%ZZ%ZC%ZZE%ZZ:J[a[se%Zc%ZZm%22:nu[[%75[%56[%26%22[%22:1 033%7d



