
Genetics Purchasing Policies 
Project or Fund Selection 
Every item purchased in this system must be associated with a project or fund.  With the exception of Office Supplies 
(see below), you are expected to know what project the items you are purchasing will be used on.  If you do not know 
the project or fund then you should discuss it with your PI, lab manager or financial specialist prior to making the 
purchase. 

Stocked Office Supplies 
Products categorized as “Office Supplies” are generally considered “Indirect costs” which are costs that are not directly 
related to a specific sponsored project and are incurred for common or joint objectives, sometimes referred to as 
overhead. 

These include administrative items like pens and paper which are often used across multiple projects or for general lab 
use.  When these items are scanned the fund should automatically be set to “101074200 – General Department fund”.  
In the vast majority of cases this is the fund that should be used. 

That said, you can override the default fund for office supplies but you should only do so if you will be using the item in 
a way that makes it a “Direct Cost” that is to say in a way that is “clearly identified within that project’s activity and 
objectives”. 

An example of an office supply as a direct cost would be a roll of paper towel which will be exclusively used to collect 
samples for a single project. 

If you do choose to put an office supply on a sponsored project, please take a moment to fill out the “Justification” field, 
explaining exactly how the item will be used specifically for that research project. 

SOP Purchased Office Supplies 
There is no automated way to categorize the items that are ordered on demand via the SOP process, so it is even more 
important for you to consider the item’s use and fund selection.  For example printer supplies are a commonly ordered 
indirect cost which must not be put on sponsored projects.  If you have any questions about whether an item should be 
considered a direct or indirect cost, please contact your financial specialist. 

Justification Field  
The justification field is an optional field to document how an items will be used for a sponsored project.  With most 
items the use is self-explanatory and no justification is needed.  The only time we ask that you fill out this field is if you 
are putting an office supply as a direct cost on a project, or if you are purchasing an item that is not normally used for 
research. 

If you choose to fill out this field, please be aware that the contents will be reviewed by a Financial Specialist and then 
become a permanent part of the financial records for that project.  As such your justification should be direct, 
professional, and without humor or attitude.  (Ex: These paperclips are used to support early sprouting growth of our 
modified plants for testing full integration of the genome modification.) 
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