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Equipment and Fixed Asset Process
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Pl identifies and completes a requisition in
WD for equipment and fixed assets in
accordance with the terms and conditions of

the grant, the university's policy.

Budget Check

Approved

srequisition related
to agrant?

Requisition is routed to the
cost center manager for
approval of the non-grant
funded portion

Is requisition 100%
grant funded?

Approved

Software or IT
Equipment?

Routed to be reviewed and
approved by ETS

Approved?

SPO reviews requisition to
ensure request is in
compliance with the terms
and conditions of the
award

Approved?

Follow the regular
Procurement business

process.

R > $50K
and <
$250K?

R > $250K

R < $50K N and <S1v2

Review and Approval
completed by
Controller Controller and CFO

Review and Approval
completed by

YES

Review and Approval
completed by

Controller, CFO, and
President

>

Approved?

p=
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YES

OPC checks all documents and
ensures that all business and
operational documentation
and approval requirements
have been met & for
compliance with UG

Purchase Order

|

Approved? NO

OPC creates Purchase
Order in WD routes to
Vendor/Supplier

Vendor delivers
equipment to central
receiving who notifies Pl
or designee

Central receiving
processes receipts,
inspects, tags equipment,
and delivers equipment
to the research facility.
(see note below)

Return to
requester

Return to Vendor/
Supplier

Payment Process

WD performs a 3-way system

o

match of P.O ., receipt, and
invoice.

pproved?

Accounts Payable

processes Invoice

payments (ACH,

Check, SUA, wire
transfer, etc.)

(G'H

PI - Principal Investigator

PD - Program Director

ACH - Automated Clearing House
SUA - Single Use Account

P.O. - Purchase Order

CFO - Chief Financial Officer

SPO - Sponsored Program Office
ETS - Enterprise Technology Service
UG - Uniform Guideline

OPC - Office of Procurement and Contracting
WD - Workday
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