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Internal/External Sales Approval	
Request to Conduct Internal/External Sales

Administrative Policies:
Selling Goods and Services to University Departments
Selling Goods and Services to External Customers

The purpose of this form is to capture the essential information related to the pending business activity with internal/external customers, establish beginning rates, mitigate potential risks, and secure necessary approvals. Any unit desiring to conduct sales activity must obtain initial approvals. After receiving initial approval for the general sales activity, ongoing accountability and oversight will be addressed as defined in the respective policies and procedures.

Department ID Description: _________________________________________________________________
Applicant: _____________________________________________________ Email: ____________________
Chief Financial Manager: _________________________________________ Email: ____________________
Business Manager:______________________________________________ Email: ____________________


1. IDENTIFY THE GOODS OR SERVICES THAT WILL BE SOLD. Select from the following activities typical for internal/external sales.
|_| Professional consulting services
|_| Sale of support / administrative services
|_| Laboratory testing services
|_| Testing of equipment or product
|_| Sale of materials, including scrap metal, excess inventory, or by-products of other activities
|_| Sale of equipment that was created at the University
|_| Workshop
|_| Laboratory use services
|_| Membership
|_| Software as a Service
|_| Other: ________________________________________________________________________________





2. VERIFY MISSION ALIGNMENT. Describe the activity in detail and how the activity relates to the department mission and purpose.








3. DESCRIBE HOW GOODS OR SERVICES WILL BE PRODUCED. Describe the proposed activity in detail.








4. IDENTIFY CUSTOMERS. Select all that apply.
Internal					External
|_| University of Minnesota Departments 	|_| Academic Institutions			
|_| Government Agencies
|_| Individuals (students/staff purchasing items for themselves)
|_| International Entities
|_| Private Businesses
|_| Public Businesses
|_| Tribal Governments
|_| Other: ____________________________________________

5. IDENTIFY THE COMPETITORS. Identify other units/firms selling these goods or services (either internal or external). Confirm rates do not undercut the market.






6. DESCRIBE MARKETING STRATEGY. Describe how customers will be reached or contacted.








7. IDENTIFY AND CLASSIFY RISK. Select “Yes” or “No” for each risk characteristic. If selecting “Yes," include an explanation in the space provided. Units opting to sell externally must complete the Risk Assessment Survey to determine if the risk is low or managed. For additional considerations, see the "Risk Considerations for Internal/External Sales" job aid.  
Yes        No
|_|          |_|	Activity has the potential to generate new knowledge for improvements in technology, materials, 
processes, methods, devices (including design and development of prototypes), or techniques.
|_|          |_| 	Activity will result in the authorship of original works, including training materials, manuals, or standard operating procedures (SOPs).
|_|          |_| 	Activity will use intellectual property such as trademarks, copyrights, patents, trade secrets, or other proprietary information and materials of individuals or entities outside of the University (this would trigger whether a license is needed to do the activity).
|_|          |_|	 Activity will involve human subjects; laboratory animals; radiological hazards; human, plant, or animal pathogens or biological toxins; recombinant DNA; or the use of human biological materials.
|_|          |_| 	Activity will involve the transport of biological material including human, animal, or plant pathogens, or arthropods between states or internationally.
Explain any "Yes" answers below. If more space is needed, continue on an additional page.


8. PRICING/COSTS Describe how pricing will be determined.  Maintain current rate documentation in the department. Departments must also complete calculations on rate development, budgeting, and forecasting for the proposed sales activity. Best practice is to use the Internal/External Sales Rate Development Worksheet UM 1843. Current documentation must be maintained by the department with the approval.

	




9. EFS CHARTFIELD STRING AND BILLING CHARGE CODE
See the “ChartField Strings for Internal and External Sales” job aid for information on acceptable values for internal or external sales ChartField strings.  If a new charge code is needed for billing external sales, request by downloading and completing the Charge Code and Distribution Code Request Form.
	ChartField String (Internal Sales)

	Fund
	DeptID
	Program
	FinEmplID
	CF1
	CF2

	     
	     
	     
	     
	     
	     



	ChartField String (External Sales)
	Billing Module

	Fund
	DeptID
	Program
	FinEmplID
	CF1
	CF2
	Charge Code

	     
	     
	     
	     
	     
	     
	     





10. OTHER CONSIDERATIONS
The following assessment is required to identify additional stakeholders that may need to be consulted prior to beginning this activity.  If one of the following is identified, maintain documentation of consultation with the appropriate subject matter group with the approval.

a. Risk Management and Insurance: Does the activity include intellectual property (IP), medical devices, activities taking place outside the state of MN, or expected redlines to the insurance provisions in University standard contracts? If yes, contact Office of Risk Management and Insurance (orm@umn.edu)
b. Billing: Do you require a new charge code for billing? If yes, request a new charge code if needed.  Requests for new charge codes or updates to existing charge codes may be made by downloading and completing the Charge Code and Distribution Code Request Form. Send the completed form to controller@umn.edu.
c. Taxation – Some external sales transactions may be subject to taxation.
a. Sales Tax: Will the activity be subject to sales tax?  If yes or unknown, consult with the Tax Management Office at taxhelp@umn.edu to analyze the potential sales tax requirements.  If billing through EFS, this will be addressed during the setup of charge codes noted in 10.b. above and additional consultation is not necessary.
b. Unrelated Business Income: Will you be selling to (1) private businesses, (2) public businesses, (3) individuals, or (4) the general public?  If yes to any of the four, consult the Tax Management Office at taxhelp@umn.edu to analyze the potential unrelated business income generated from this activity.
d. Technology Commercialization: Will this activity result in intellectual property or require licensing arrangements?  If so, consult with the Technology Commercialization Office at umotc@umn.edu.
e. Export Controls: Will this activity result in providing goods or services to a recipient in a foreign country? If so, consult with the Export Controls and Research Security team at ecrs@umn.edu. 

11. APPROVALS
Risk classification determined by online Risk Assessment Survey:
|_| Low Risk
|_| Managed Risk

	APPROVALS

	     
Chief Financial Manager Signature*
	     
Name
	     
Date

	     
Department Head Signature*
	     
Name
	     
Date

	     
Delegated Authority FN02 in Delegations Library*
	     
Name
	     
Date

	     
Other Optional Approval** 
	     
Name
	     
Date


*Required for all activity
**If required by College, Campus, or Vice Presidential Unit for managed risk activity. Discuss with your Chief Financial Manager, if required. 

Note: Units are required to maintain documentation of approvals.  In addition, a copy of the final approved form should be submitted to extsales@umn.edu. 
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