Standard Operating Procedure 


for Ordering Chemicals and Equipments





Last updated Jun 1999 by Shin





General





There are three methods for ordering.





Items from Acros/Fisher/Curtin-Matheson(CMS) can be faxed to on-site representative(Tracy, 2-2062). You can use 100W form which is available from the store in the celeste.  This method is highly encouraged because no shipping charge is added. 


For other vendors, including Aldrich, you can order via procurement card in our department homepage. This is primarily used for low-dollar, quick order. This is done using the account starting with 5xxxxx or 2xxxxx. Suggested dollar limit is < $100-200. Normally it takes a week.


For larger amount of order, we use departmental requisition form using account starting with 7xxxxx. Because it goes through research foundation, it’s a slow process and we’d better use it when we order vials, or HPLC solvents well in advance or when we order equipments. Normally it takes 2 weeks or more.


The important thing is to keep the balance equally between these two types of account. Depending on the balance on each account, you are sometimes encouraged to use 7xxxxx rather than 2xxxxx or 5xxxxx.


If you don’t know which vendor to use, look at old orders in the green book. Also look on the computer generated sheet of procurement card request.


Items from OSU stores can be obtained by on-line Ordering. This needs to be done by whoever in the group knows the password for accessing on-line account.  Currently this is Shin and Haengsoon. Acros, Fisher, Curtin-Matheson Scientific(CMS) can also be ordered on-line, but only partially. Because the ‘on-line’ catalogue is not complete yet, some of the item need to be faxed. (In fact, I prefer fax)












































How to place on order.





Faxing the order to On-Site representative.


Figure out the item number. Acros chemicals should be entered with “AC” prefix and without dashes. For example, TBDMSCl is entered as AC183930250. Curtin-Matheson stuff is entered with no dash and with “M” prefix. For example, prep TLC is entered as M138957. For further help call on-site representative(Tracy) at 2-2062.


Enter the dept number(0628), account #(5xxxxx, or 2xxxxx, first 6 digits are enough), initiating person, delivery address, etc.


qty, unit, item description, along with item number you figured out in 1.


Sign your name over ‘received by’ Go to the 1118 NW, and fax the sheet to Fisher on-site representative (2-0390).





Ordering via department procurement card request.


Go to the department homepage, “support( accounting( departmental procurement card request”


Read the agreement. Enter your chemistry e-mail password. 


The rest of procedure is easy-to-follow. For the delivery charge, enter the typical amount, $10. At the end of the order, when you submit the request, a form summarizing your transaction appears. Also, e-mail goes to Dr. RajanBabu. When he approves it, the chemistry accounting office faxes the order.


We keep this sheet in the cabinet(first drawer) beside our hydrogenation setup for our internal record.  When the order gets wrong, you can refer to this sheet later.





Ordering with Requisition form.


The sheets are available on the same cabinet above. 


Enter the dept number as 4030, account number 7xxxxx, date, etc.


Enter the vender information, especially phone # and fax #. Then enter the item.


Reg number is available from Vicky, but before that get a signature from Dr RajanBabu.


Bring this form to the accounting office(1104 NW), and ask Ms. Vicky Moore about the requisition number.  


Go to the 1118 NW, and fax the sheet to Research foundation purchasing (2-6870).


Keep the original in the cabinet and in the folder ‘orders’





D. Ordering on-line


Figure out the item number. The numbers from the store catalogue can be used as is. Acros chemicals should be entered with “AC” prefix and without dashes. For example, TBDMSCl is entered as AC183930250. Curtin-Matheson stuff is entered with no dash and with “M” prefix. For example, prep TLC is entered as M138957. For further help call on-site representative(Tracy) at 2-2062.


Then click on the stores on-line ordering on the group folder in the MacIntosh and enter the password. There is separate manual for using the on-line system. You can also use PC and telnet to stores.us.ohio-state.edu





When the orders come in,


   Whoever receives the parcel signs their the name for the delivery man, and hand it to the referenced people. When the item gets in the hand of ordering person, the person





Write down in the green book, received date and location


Keep the packing slips for your own record. You may want to keep it for several months.  


Go to the PC and start excel.  In the MSTRLST.xls, write down the item along with its new location.


If you don’t know just leave a note to shin’s desk.





When a problem occurred.





This is a stressful thing to correct, so you’d better be a Buddhist for a while. 





Defective products





-If a chemical arrives empty, leaking, polymerized, contaminated, etc, call Aldrich. (What they need to locate the order is ‘p.o.number’. You have to call accounting office(2-6654) and by the date of order, item name etc, find out the P.O. number, or better reference number with them.) 


-They will either offer to credit the account, or re-ship it. 


-If you accidentally order something which we don’t want that is a little hard to fix, you need to call Aldrich and get a return authorization number. The parcel can then be shipped from Kevin Dill’s office once you address it appropriately.





B. Back order





If the vendor is out-of chemical, back-order can happen which involves a delay of weeks or months. This is very very pleasant (?) instances, so you may want to change your mind into another vender. 





Missing shipments.





If an item never shows up, get the P.O.number from accounting office or better reference number.  Call the vender and provide these information and ask about the status.  


The service people at Aldrich will tell you the status of order. If they say it’s been shipped, then you need to contact the materials management office 1136NW and ask whether they received it. If it’s OSU RF(requisition form) order, you need to contact them at 2-3086. You may need several other phone numbers to figure out the status of your order. This is on the front sheet of the green book.  





