Purchasing Professional or Consulting Services on Sponsored Funding Sources. 
When purchasing professional or consulting services, an Outside Services Agreement (OSA) should be completed in advance of the vendor providing any services.  The OSA defines the scope of work to be provided, the effective dates for the work, and the total cost of the engagement. It also establishes the Duke approved legal terms and conditions that govern the engagement.
Approval from the offices of Research Support (ORS) or Research Administration (ORA) and Procurement Services is required prior to executing the OSA. 
Steps in Creating an Outside Services Agreement
1) Create a text shopping cart in Buy@Duke.
2) Use only G/L Accounts 622029 (Professional Services-OSA) or 691629 (Contract Work-OSA).
3) Attach a completed copy of the OSA form to the shopping cart.
4) Submit the cart for department review and approval.
5) Buy@Duke workflow will automatically route the cart to ORS or ORA, as designated, to ensure that the services being purchased are in compliance with provisions of the sponsored project.
6) If either ORS or ORA staff members have questions, they may return the cart to the department.
7) Upon approval by ORS or ORA workflow will route the cart to Procurement Services.
8) Procurement Services will review the cart for completeness and compliance with established policies.
9) If the cart is correct, Procurement will sign the OSA and process the shopping cart into a purchase order.
10) The purchase order and fully executed OSA are sent to the vendor.
11) The department can review the purchase order in Buy@Duke.
OSA forms can be found on the Financial Services website at https://finance.duke.edu/resources/forms.php
Please contact Procurement Services for assistance in completing an OSA.
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