Purchasing Instructions

1. When placing orders for supplies, please use the Research Order Form.  An Internal Control Number created by you is used to help identify purchases and is necessary but not mandatory.  Start the control number with 1, 2, 3, etc.  By using an Internal Control Number, you can match up your orders quickly when you receive your Account Status Report.  

Please be sure to complete the purchase form as thoroughly as possible.  Fill out the form online; save it as a different file name (i.e. Jones 1-5-06) to your computer and e-mail the order as an attachment directly to Tim Roth (Timothy.Roth@med.va.gov).  For animal orders please e-mail the form directly to Lindsay Zinser (Lindsay.Zinser@va.gov)  and be sure to include the protocol number.  Costs should also be included even if it is an estimate.   If there are special instructions or comments, feel free to include them in the e-mail.

2.  All computer equipment related items must be approved by VHA before purchasing.  Please complete the order form and fax the quote to Tim.  We will obtain the approval and purchase the item(s) for you.  Computer equipment must be on PCHS contract.  Two vendors that are best to use for computer equipment are: Planetgov 703-293-3084; Jamie House (Dell) or; David Childs at GTSI 703-502-2927.  Costs should be included, even if it just and estimate.

3.  All other equipment, i.e. centrifuge, should be under GSA contract.  Please fax quote from vendor to Tim.

NOTE:  

· Travel monies cannot be used for equipment, personnel, or supply     purchases.

· Purchase limit on our credit card for a single item is $2,500.  If an order is more than $2,500, an order will be placed with a purchasing agent.

Tim’s fax number is 513-475-6415

