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Split Purchase Request (Split RX) Instructions

for End Users

The Advantage financial accounting system will not process requisitions/purchase orders that are to be split between two or more accounts.  In order to accommodate departments that find these split funding arrangements to be an essential part of their operations, Financial Services, in conjunction with the Office of Research and Sponsored Projects, has developed a procedure which will ultimately accomplish the same goal as a split funded requisition (e.g., share the cost of an acquisition among various accounts).

The following procedures are to be used when a requisition is being used for an acquisition that has a cost equal to or greater than $2,500.00, AND the cost is to be allocated between two or more accounts.

· Download the “Purchase Request” Form from the Purchasing and Business Services Forms Web site.

       http://www.asu.edu/purchasing/forms/purch_request.pdf
· Complete the Purchase Request Form.  Include all of the accounts that will be involved in the split funding (no change from past procedures).  The Purchase Request Form indicates the accounts that will be participating in the split funding and the funding commitment of each account.  It must also contain the signature of an authorized signer for each participating account (check the ORG1 table in Advantage for a list of authorized signers).

· Attach the Tax-Exempt Certification Form if using a tax-exempt expenditure code (7810-46, 7810-91 or 7325-91).

NOTE: Commodity codes that correspond to the tax-exempt expenditure codes should have an “X” at the end.

· Attach the Sole Source Justification, if necessary.

· Send the following items to Kaitlyn Digiammarino (7-2370) in Financial Services:

· Completed Purchase Request

· Quote/Invoice from Vendor

· Completed Tax-Exempt Certification Form, if necessary

· Completed Sole Source Justification, if necessary

------------------------------------------------------------------------------------------------------------------------------------------------------------------

· Financial Services will process an RX document and send the necessary paperwork to the appropriate Buyer in Purchasing and Business Services.  The RX will be charged to a “Host Account,” which is determined by Financial Services.  The other accounts on the Purchase Request are considered “Non-Host Accounts.”

· Financial Services will also monitor the RX / PC throughout its duration in order to “split” the encumbrances and expenditures as necessary from the “Host Account” to the “Non-Host Accounts.”


