1.0 Scope
This Standard Operating Procedure (SOP) applies to all purchases and expenses compiled and approved by Yale Center for Clinical Investigation (YCCI).
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2.0 Purpose 
The purpose of this Standard Operating Procedure (SOP) is to outline the approval processes used for purchasing and expenses at the Yale Center for Clinical Investigation (YCCI). YCCI complies with the Yale University 3201 General Purchasing Policy, as well as the 3215 PR.02 Yale Expense Management (P-Card and Out-of-Pocket Expenses) Policy.
3.0 Definitions and Abbreviations
Certificate of Insurance - supplier provided proof of insurance.
Comparative Pricing - the customer compares various pricing sources to decide which source(s) is the most beneficial.
Competitive Bidding - for all purchases on federal pass-throughs and federal awards above $250,000, Yale publicly solicits bids. 
Diversity Suppliers - defined by the Small Business Administration, a supplier that is disadvantaged, small, women-owned, and/or minority.
Micro-purchase - less than $10,000.
Purchase Order - The University makes an offer to the Supplier in order to purchase services and/or goods.
Purchase Requisition – This to start a Purchase Order and is an internal source document initiated by the department. The purchase requisition contains department approval, all yale requirements, and charging and delivery instructions. When the process for the Purchase Requisition is complete, the Purchase Order is automatically generated.
Purchasing Card (PCard) - A charge card used for business purchases.
Small Purchase Threshold - purchases greater than or equal to $10,000 and less than or equal to $250,000, per the federal government.
Sole Source - Without a competitive process, this is selecting a Supplier for an engagement/agreement.
Supplier/Vendor – A business or person that provides services or goods to the University.
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4.1 [bookmark: _Toc425171623]General Purchasing Policy
4.1.1 YCCI complies with the Yale University 3201 General Purchasing Policy.
4.1.2 The YCCI Business Office works with the Senior Associate Directors, Associate Directors, and any designee to ensure compliance with the 3201 General Purchasing Policy.
4.2 Yale Expense Management
4.2.1 YCCI complies with Yale University 3215 PR.02 Yale Expense Management (PCard and Out-of-Pocket Expenses) Policy.
4.2.2 The responsible staff member will discuss the PCard request with the immediate manager.
4.2.3 Once approved by management, the staff member will complete the Purchasing Card Request (New/Cance/Change) Form, with a signature. Then the staff member sends the form to the Lead Administrator.
4.2.4 The Lead Administrator completes the limit information, address, and signature portion. Upon completion, the Lead Administrator sends the form to purchasing.card@yale.edu for review and approval.
4.3 Training
All responsible personnel listed within this SOP will receive training appropriate to their role and level of responsibility.
All responsible personnel that use purchasing and obtain a purchasing card should take the Workday Training for these topics and review the two above listed policies.
5.0 Roles and Responsibilities	
· All Management positions
· Assistant Directors
· Business Office staff
· Clerical & Technical Staff
· Clinical & Financial Analyst
· Senior Associate Directors
6.0 Contact Information 
Any exceptions or questions pertaining to this procedure must be presented to ycci.sop@yale.edu.
7.0 Related Information
This section identifies applicable regulations, guidance’s, and policies related to this procedure.
· N/A
8.0 Reference Materials
Reference materials are in each functional area’s working directory.
· 3201 General Purchasing
· 3215 PR.02 Yale Expense Management (PCard and Out-of-Pocket Expenses)
· Workday Training: Booking Federally Sponsored Travel with World Travel
· Workday Training: Creating Expense Reports
· Workday Training: PCard Requirements and Cardholder Responsibilities
9.0 Version History
· 08/19/24: New document (no prior history)
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