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The following information is required to place a Purchase Requisition in the ePRO system. Please fill out all of the requested information, put N/A if the requested info does not apply to your order.

PLEASE NOTE:  You should have already checked with the PI of the Project ID (account number) you are charging. SENSITIVE ITEMS require Division approval with justification.

	Requester/End User Information

	

	Requester/End User ID (Name): 
	     

 FORMTEXT 

	

	
	

	Phone Ext:
	     

 FORMTEXT 

	

	
	

	E-mail:
	     

 FORMTEXT 

	

	

	Date Requested:
	     
	

	
	

	Date Needed:
	     
	

	

	Project ID:
	     

 FORMTEXT 

	

	
	

	PI Name (if requestor is not the PI):
	     

 FORMTEXT 

	

	
	

	Approver’s Name (if different from PI):
	     

 FORMTEXT 

	

	
	(Refer to “Authorizations” as described in the current revision of Doc ID: ESD-BPT-005) FORMTEXT 

	

	


	Product/Property Information

	

	If this is a SENSITIVE ITEM, was Division approval obtained?

Send the approval documentation to the inputter to complete the procurement process.
	 FORMCHECKBOX 


 FORMTEXT 

	

	Is your item on the Restricted List?  FORMCHECKBOX 

(Refer to http://procurement.lbl.gov/restrict.pdf. NOTE: Restricted items will be immediately routed to a special DPU buyer.)


	Is this a RUSH order?  FORMCHECKBOX 


	

	Do items need to be refrigerated?  FORMCHECKBOX 


	

	Where do you want this item delivered (Bldg and Room): 
	     

 FORMTEXT 

	

	
	

	Where will item reside if different from above:
	     

 FORMTEXT 

	

	
	

	Total Estimate of Order:
	     
	

	


	Vendor Information

	

	Vendor:
	     

 FORMTEXT 

	

	

	Contact Name:
	     

 FORMTEXT 

	

	
	

	Phone:
	     

 FORMTEXT 

	

	
	

	Address:
	     

 FORMTEXT 

	

	
	

	Website URL (if available):
	     

 FORMTEXT 

	

	
	

	Quote Number:
	     

 FORMTEXT 

	

	


	Categorization

	

	Category information is necessary and will drive any additional EHS or special approvals (For more information, refer to http://procurement.lbl.gov/categories.htm).

Failure to complete these areas may delay your procurement processing.
	

	

	Describe the Scientific Purpose of the product(s) in detail (will this item be used for (i.e., construction of laboratory equipment for a botany study):
	

	
	     

	

	OR

Select a Category Code (detail under your Order Information on the next page):
	

	(A–F):  FORMDROPDOWN 
; (G–O):  FORMDROPDOWN 
; (P–S):  FORMDROPDOWN 
; (T‑X):  FORMDROPDOWN 


 FORMDROPDOWN 


	


	Order Information 
	

	1.
Add 20% charge for “Shipping & Minor Changes” (NTE): 

 FORMCHECKBOX 
 Yes (recommended for RUSH orders)

 FORMCHECKBOX 
 No (recommended or total orders starting at $4,000)


2.
Category Code (Orders may be subject to additional EHS or special approvals. For more information, refer to http://procurement.lbl.gov/categories.htm):
	(A–F):  FORMDROPDOWN 
; (G–O):  FORMDROPDOWN 
; (P–S):  FORMDROPDOWN 
; (T‑X):  FORMDROPDOWN 


 FORMDROPDOWN 



Restricted Item:  FORMCHECKBOX 

(NOTE: Restricted item will be immediately routed to a special DPU buyer. Refer to http://procurement.lbl.gov/restrict.pdf)

	Product #:
	     

 FORMTEXT 

	


	
	Description:      (Enter item description, project splits, new vendor, and other comments)

	
	     



	
	Qty:
	
	Unit Price:
	
	Refrigeration Needed?   FORMCHECKBOX 


	
	     
	
	     
	
	


3.
Category Code 
	(A–F):  FORMDROPDOWN 
; (G–O):  FORMDROPDOWN 
; (P–S):  FORMDROPDOWN 
; (T‑X):  FORMDROPDOWN 


 FORMDROPDOWN 



Restricted Item:  FORMCHECKBOX 



	Product #:
	     

 FORMTEXT 

	


	
	Description:      (Enter item description, project splits, new vendor, and other comments)

	
	     



	
	Qty:
	
	Unit Price:
	
	Refrigeration Needed?   FORMCHECKBOX 


	
	     
	
	     
	
	


4.
Category Code 
	(A–F):  FORMDROPDOWN 
; (G–O):  FORMDROPDOWN 
; (P–S):  FORMDROPDOWN 
; (T‑X):  FORMDROPDOWN 


 FORMDROPDOWN 



Restricted Item:  FORMCHECKBOX 



	Product #:
	     

 FORMTEXT 

	


	
	Description:      (Enter item description, project splits, new vendor, and other comments)

	
	     



	
	Qty:
	
	Unit Price:
	
	Refrigeration Needed?   FORMCHECKBOX 


	
	     
	
	     
	
	


5.
Category Code 
	(A–F):  FORMDROPDOWN 
; (G–O):  FORMDROPDOWN 
; (P–S):  FORMDROPDOWN 
; (T‑X):  FORMDROPDOWN 


 FORMDROPDOWN 



Restricted Item:  FORMCHECKBOX 



	Product #:
	     

 FORMTEXT 

	


	
	Description:      (Enter item description, project splits, new vendor, and other comments)

	
	     



	
	Qty:
	
	Unit Price:
	
	Refrigeration Needed?   FORMCHECKBOX 


	
	     
	
	     
	
	


	
	I am purchasing/requisitioning items for a project under one of these ESD Programs (e-mail appropriate inputter)

	
	Nuclear Waste




Peter Lau (pklau@lbl.gov)

Energy Resources




Joyce Pfeiffer (JDPfeiffer@lbl.gov)

Environmental Remediation



Valarie Espinoza-Rosaa (VMEspinoza-Ross@lbl.gov)

Fundamental and Exploratory Research

Joyce Pfeiffer (JDPfeiffer@lbl.gov)

Climate Change and Carbon Science


Valarie Espinoza-Rosaa (VMEspinoza-Ross@lbl.gov)
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