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Department 
Determines Need for 

Service or Product 
(Goods)

Is there a Contract, 
Independent Contractor 

Agreement or Master Lease 
Agreement approved by 
Procurement or General 

Counsel s Office?

Is the aggregate annual 
financial commitment 
$10,000 or greater ?

Is this equipment with a 
value greater than 

$5,000?

Purchase Order 
Required

Is this purchasing goods 
bearing Dartmouth 

work marks or logos?

Is this a service 
performed outside the 

United States?

Is this a Defined Risk 
category (see list)?

Determining When A Purchase Order Is Needed 

Yes
No Purchase Order 

Required

No No No

Yes

No

No

Yes Yes

No

Yes Yes

• Food providers–not on 

preferred catering list

• Construction–any design or

construction work related to
College facilities.

• Travel and Transportation –

hiring buses and other group
off-campus trips.

• Information Technology/

Financial Services–typically 
involve access to personally 
identifiable information (PII), 
protected health information
(PHI), financial data or other 
Dartmouth confidential and/or 
proprietary information.

• Environmental Services–

radioactive or hazardous waste 
management.

Intellectual Property–any 
transaction in which the College will 
receive intellectual property rights 
(typically copyrights or patents) in 

the goods or services provided
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Example:

Comparison of top 50 office supplies:

Amazon average unit pricing: $17.23

W.B. Mason average unit pricing: $11.52

WB Mason 33% lower than Amazon



Example 2:

Comparison of top 50 lab supplies:

VWR average unit pricing: $36.09

Amazon average unit pricing: $66.80

VWR 46% lower than Amazon

MFG Cat# Description UOM 2015 Usage
Amazon Per 

Unit Price

Amazon

Total Price

VWR Per

Unit Price

VWR Total 

Price
$ Variance % Variance

34155
Kimwipes™ Ex-L Delicate Task Wipes 4.5"x 

8.5" 
EACH 781 $   5.49 $   4,287.69 $   2.15 

$  

1,679.15 

$  

(2,608.54)
-61%

55081
Safeskin Non-Powdered Small BOX/100 

CS/1000
BOX 734 $   11.33 $   8,316.22 $   10.91 

$  

8,007.94 

$  

(308.28)
-4%

55083
Safeskin Non-Powdered Large CASE/1000 

BOX/100
BOX 416 $   11.94 $   4,967.04 $   10.91 

$  

4,538.56 

$  

(428.48)
-9%

55082 Safeskin Non-Powdered Medium  PKG/100 PKG 139 $   12.84 $   1,784.76 $   10.91 
$  

1,516.49 

$  

(268.27)
-15%
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Examples:

https://www.dartmouth.edu/finance/purchasing/buying_paying/procure_to_pay_guide/index.php
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✓

✓

Why?

• Fees are paid by Dartmouth

when credit cards are used

• Processing internal charges

takes less administrative time

than allocating credit card

charges.

• Avoids prepared food tax at

the Hanover Inn
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PO Invoices

• Provide PO number - if known, if
not known, select Non-PO invoice
and indicate "PO already created"

• Do not require:

• approvals unless the invoice
amount is over $24,999

• account string

• requisition numbers

• Do not attach copies of
eProcurement documents

• Indicate if goods/services can be
or have been received in
eProcurement

Non-PO Invoices

• Authorized approval and chart
string required in Payment
Request eForm

• If invoice total is $5,000 or more
and is being expensed to a
PTAEO, then OSP must approve
prior to submitting to a Finance
Center

mailto:invoice@Dartmouth.edu


✓

✓

✓

✓

https://policies.dartmouth.edu/policy/approved-food-provider-guidelines-departments

http://www.dartmouth.edu/finance/forms-policies-systems/policy_library/foodproviderinternal.php
http://www.dartmouth.edu/finance/documents/purchasing_tab_documents/food-provider-compliance-list.pdf
https://policies.dartmouth.edu/policy/approved-food-provider-guidelines-departments
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https://www.dartmouth.edu/finance/purchasing/working_with_suppliers/independent_contractors.php
https://www.dartmouth.edu/finance/purchasing/working_with_suppliers/independent_contractors.php
https://www.dartmouth.edu/finance/purchasing/working_with_suppliers/independent_contractors.php
https://www.dartmouth.edu/finance/purchasing/working_with_suppliers/independent_contractors.php
https://www.dartmouth.edu/finance/purchasing/working_with_suppliers/independent_contractors.php


Department 
Determines Need for 

Service not able to 
complete  with 

internal resources

Identifies 
Consultant/
Independent 

Contractor (IC)

Complete OnBase 
eform attaching 

SOW, Agreement 
and Addendum 

Work with IC to 
complete Addendum 

to Standard 
Independent 

Contractor Service 
Agreement

Finance Center 
routes Invoice to 
department for 

approval

Work with IC to 
complete 

Consultant/
Independent 

Contractor Service 
Agreement

Works with IC to 
define Statement of 

Work

Working with an Independent Contractor

Addendum 
indicates 

Independent 
Contractor?

Yes

No

Process request as a 
Temporary 
Employee

No

Yes

Notify IC to begin 
Work

Work is completed and 
Vendor sends Invoice to 
invoice@dartmouth.edu

Department 
approves invoice in 

eForm noting in 
Comments Dates of 

SOW

Yes

Procurement 
determines IC 

Status?
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https://www.dartmouth.edu/finance/financial-management/fixed_assets_materials_management/index.php
mailto:Fixed.Assets@Dartmouth.edu
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Not Sufficient Enough Too Much Information

Business trip Trip to NACUBO Conference Trip to NACUBO Conference in Washington DC on April 12 – April 16. 

Topics discussed included higher education finance.

Lunch Lunch meeting with visiting

professor, Sam Smith

Lunch at Canoe Club with Professor Sam Smith, Visiting Professor from the 

University of California at Berkeley.

Lunch with colleague Lunch with Sue Smith to plan 

symposium presentation

Lunch at Molly’s with Sue Smith to discuss our presentation at the World 

Health Symposium on new methods for combating diabetes. 

Dinner Dinner meeting with Bio 101 class 

(20 attendees)

Pizza dinner for Bio 101 class meeting in Silsby 104 with 20 

students…(names of students)

Supplies Lab supplies Lab supplies and chemicals: beakers, centrifuge tubes, Trypsin/EDTA .25% 

100ml, Ready Gel 4-15% Tris-HCI 50uL

Supplies Office supplies Office supplies including staplers, pens, post-it notes, paper, and pads for 

office supply closet

Entertainment Event with alumni donors Event at Sue Smith’s house in Boston, MA for 26 alumni donors, including 

….(names of donors)



•

•

•

•



✓

✓

https://policies.dartmouth.edu/policy/signature-and-requisition-authority-policy

https://www.dartmouth.edu/finance/forms-policies-systems/policy_library/signatureauthority.php
https://policies.dartmouth.edu/policy/signature-and-requisition-authority-policy
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For technical difficulties with iExpense, please contact: 

expense.reporting@dartmouth.edu

•

•

•

•

•

mailto:expense.reporting@Dartmouth.edu


www.dartmouth.edu/finance/

www.dartmouth.edu/finance/purchasing/buying_paying/procure_to_pay_guide

/index.php

www.dartmouth.edu/finance/forms-policies-

systems/policy_library/index.php

https://policies.dartmouth.edu/policy/business-expense-policy

www.dartmouth.edu/finance/purchasing/business_travel/expense_reporting/in

dex.php

http://www.dartmouth.edu/finance/
http://www.dartmouth.edu/finance/purchasing/buying_paying/procure_to_pay_guide/index.php
http://www.dartmouth.edu/finance/forms-policies-systems/policy_library/index.php
https://www.dartmouth.edu/finance/purchasing/business_travel/expense_reporting/index.php
https://policies.dartmouth.edu/policy/business-expense-policy



