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Whenever an item is expensed against an account, especially sponsored awards, it needs to be clearly justified.  The questions that should be answered are:

1.  How:   how does this expense relate to the project it is being charged to
1.  Why:   why is this expense needed for the project it is being charged to
1.  What:   what is the expense and what account to charge
1. Where:   if it is not clear on the receipt (and sometimes the vendor name is not on there), where was it purchased.  

As an example:

Federal Express:   shipment of lab samples to the collaborator at XXXX University from the PI, Dr. XXXX, to process for data collection on project xxxx.
Federal Express:   shipment of reagent from vendor (xxxx) to project PI (Dr. XXXX) to use in
Western blotting to obtain data for project xxxx.

Fisher Scientific:   purchase of pipet tubes from Fisher Scientific by lab tech, XXXX, to run xxxx test samples for project xxxx.



When an expense lends itself to multiple projects (such as a computer cable) why are you only charging it to one project?   This will need a very detailed justification.

When an expense could be viewed as a general office/lab supply (such as battery, pens, paper), why is this being charged to the project?   This will need a very detailed justification. 


Items purchased that may need additional details for the justification:

	Battery(ies)					
	Paper						
	Pens									
	Pencils
	Nail polish
	Computer accessories
	File folders
	Writing pads
								


At this time, these justifications are required for pcard purchases.   Any purchases via the eSHOP system will need to have the justifications right in the eSHOP system. 			
