Materials Sciences Division Purchase Requisition

Fax all Requisitions to 510-495-2847
	Requester’s Name:


	E-mail:
	 Phone Number:
	Bldg:
	Rm:

	Buyer’s Name:
	Cost Not To Exceed:
	PCard Order No.:
	Req. No.: 
	Req. Date:

	Approved By Investigator:
	
	
	
	Date Needed:

	Project I.D.:
	
	Req. Entered:

	Vendor/Seller:

       _________________________________________________
       _________________________________________________

         Street

       _______________________     ________     _____________

         City                                              State                Zip Code

       (______)_______________         (______)_______________

                 Phone Number                                  Fax Number
	Deliver to:      _____________________

Bldg./Room:   _____________________

Notify: ______________ Ext: ________

	[  ]Arch-Engr Svc

[  ]Comp-Sftwr

[  ]Food/Water

[  ]Isotopes

[  ]Live Spcmn

[  ]Plumb Supp

[  ]Consultant

[  ]Tools

[  ]Bio-Agent

[  ]Construction

[  ]Fuels/Lub

[  ]Janitorial

[  ]Maint Matl

[  ]Prec-Metals

[  ]Contract Labor

[  ]Utility Elec

[  ]Bio-Cabnt

[  ]Containers

[  ]Fume Hoods

[  ]Lab-Equip

[  ]Maint Mechl

[  ]Printing

[  ]Employ Agency

[  ]Utility Othr

[  ]Bldg-Matrl

[  ]Drugs/Prec

[  ]Furniture

[  ]Lab Supply

[  ]Microwave

[  ]R&D

[  ]Freight

[  ]Vehicles/Parts

[  ]Chem-Cabnt

[  ]Electrical-Sup

[  ]Gas-Cabnt

[  ]Flow Hood

[  ]Ofc-Equip

[  ]Raw Matrl

[  ]Med/Dent

[  ]X-ray

[  ]Chem-Non-Restr

[  ]Elct-Equip

[  ]Gas-Non-Rest

[  ]Laser

[  ]Ofc-Supply

[  ]Refrigerants

[  ]Radiological 

[  ]Chem-Restricted

[  ]Electronic-Sup

[  ]Gas-Hazard

[  ]Landscape

[  ]Paint/Coat

[  ]Refrigerator

[  ]PSA

[  ]Clothing

[  ]Fab

[  ]Glove Box

[  ]Lease-Equip

[  ]Periodical

[  ]Safety Eqp

[  ]Telecom 

[  ]Comp-CPU

[  ]Fastners

[  ]Hdwr-Abrasive

[  ]Real-Prop

[  ]Plant-Equip

[  ]Services/Misc

[  ]Stores                         [  ]Other Hazards

[  ]Comp-Hdwr

[  ]Fstner-Grd

[  ]Heat/Vent/AC

[  ]Lease-Own

[  ]Photo/Xero

[  ]Advertising

[  ]Surplus/Ex                 [  ]No Hazards

CATEGORY REVIEW- At least one box must be checked

	Item

No.
	Catalog

Number
	Item

(Please, provide a noun that best identifies the material being ordered.)

List All Necessary Specifications
	Qty
	Estimated Unit Cost
	Total 

Cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note: You should receive an “LBNL Receipt Report” with receipt of your order. If you receive the original packing slip please send it to Receiving Dept, B69, LBNL.

You can check the status of your order on IRIS:

www-iris.lbl.gov
www-iris.lbl.gov

Quick Report
Quick Report

PCard2 Orders
Purchase Requisitions



MSD-PR.Doc Rev. 11/03

TO: MSD Staff

FROM: Susan Waters

SUBJECT: New Purchasing-Procurement Procedures and Personnel

As many of you know, LBNL has a new Procurement, Receiving, and Payables (PRP) system.  This software will channel all purchases except "Business to Business"  (B2B) transactions.   See http://Purch1.lbl.gov/ for B2B options.

All buyers are now members of LBNLs CFO Department.  MSD has a dedicated assistant, Rosemary Williams, to enter all your purchase requests into the PRP system.   

All items, no exceptions, will be delivered to LBNL Receiving where the packing slip will be retrieved and the item registered in the PRP system.  A 'receipt report' will be generated and included with the item before it is routed for delivery.  Beginning in January, Receiving will also apply an internal LBNL tracking sticker.  All items must be signed for when delivered.  No items will be delivered without a signature accepting it.  Items will NOT be delivered to general receiving areas (in some buildings) as in the past.

We have modified MSDs Purchase Requisition form to aid you in purchasing your material and tracking the status of your order.  MSDs Purchase Requisition is attached to this email and can be downloaded from MSDs Internal website:  http://www.lbl.gov/msd/Internal/MSD_Internal.html

Questions about policy should be addressed to me, SLWaters@lbl.gov.  Questions about procedures can be addressed to Rosemary at 495-2645.   News and information about using the Laboratory's new system can be found at http://procurement.lbl.gov/PRP/

Step-by-step

1.
Download MSD Purchase Requisition from MSD website: http://www.lbl.gov/msd/Internal/MSD_Internal.html. Please discard, shred, or otherwise destroy all other MSD purchase requisition forms.

2.
Complete the form.  The requester must have an LBNL email address.  Always include the project id/account number, delivery location, clear and detailed item description, cost estimate, PI signature, plus your name, phone and email. Clear and detailed information and material description will help ensure your order is placed quickly and accurately; we need a noun that helps identify the item for the staff involved in this process.  Check the Category Box.  Please be sure the delivery location is clearly identified using building and room number.  Do NOT use a mailstop as a delivery location.  

3.
Supervisor or Principal Investigator signs the form approving the purchase.

4.
FAX the complete and signed requisition to 510-495-2847.

5.
MSD purchasing assistant will enter the order into the Lab's PRP system.

6.
An authorized buyer will place the order. You will receive a confirmation that your order has been placed.  


Rosemary will return your requisition with the PO or Req number so that you can check the status of your order on-line.  

7.
Your item will arrive at LBNL Receiving, where the packing slip will be retrieved and processed through the PRP system to produce a ‘Receipt Report’ that will be included with your item.

8.
LBNL Transportation will deliver your item to you.  Again, clearly identify the location for delivery using building number or name and room number. Do NOT use mailstops as delivery location.  Consider alerting a colleague to sign and accept delivery if you will be unavailable.

