[bookmark: _GoBack]General information needed for Chem. Purchase order
This document is approved by ESH Coordinator P. Carr.  All chemical orders through webreq require approval of the ESH coordinator.  Make sure information is as complete and accurate as possible.

Person requesting order/Life #:

Suggested Vendor (name and, if available, vendor ID)
Due Date:
Is this is a CMS trackable order?
Deliver to Bldg. #.
Description: (short ID of order purpose)
Product Description (use Vendor catalog description, may include lot size)

Quantity (For some chemicals, you order by lot. For Aesar the Catalog # is the same for
different Lot sizes 25 g or 50 g; rather than quanity 25 or 50, use UOM (unit of measure)
1 lot and describe the quantity in the description. If you are ordering a 2 L bottle, use
quantity 1, UOM=bottle; CMS info is entered differently below)

Unit Of Measure: (Lot, Case, each, bottle, tin, cylinder, liter, kg, etc)

Unit price: (By using the Lot description, you use the catalog price for the appropriate lot, not 1/25 or 1/50 of that number)

Hazard code: (Ex: Flam. gases, liquids, solids; gases; corrosives, poisonous)

Comments: Additional descriptions

Project/Activity

ESH&Q code: Typically A3 minimum for CMPMSD materials

Information required for a CMS tracked chemical ST
(link to CMS input fields from the header page)

Requestor Life No.:

CONTACT PERSON INFORMATION (Person who will appear on inventory record as
the primary contact. This can be different from requestor. We want an EMPLOYEE as
contact person, not a GUEST)

Life No.:Org. Code:
Name:

CHEMICAL STORAGE INFORMATION (Anticipated final storage location)
If the building, room or chemical name are not in the dropdown list, please select "Not on List" and provide detail in the Chemical Comments section at bottom.
Building #:
Room #:
Location Description: (e.g. Flammable Cabinet, Refrigerator, West Wall Shelves)
CHEMICAL/CONTAINER INFORMATION
Chemical name : Example: ETHANOL ANHYDROUS ETHANOL, 200 PROOF CAS No.(if available, NO dashs):


Is this chemical/product covered under an existing Static Inventory Designation? (ST webreqs, incl. special gases, are usually NOT static)

Container Size: (mass or volume or quantity in each container)
Concentration/Purity:(not required, usually as % or Parts per million)
Number of Individual Containers: * (number of bottles, cans, etc. ordered)
Container Type: (Non-Metal Can, Carboy, Fiber Bag, Box, Cylinder, Bottle, Glass Bottle, Plastic Tote, Bin, Other)
Container Storage Temperature: (Ambient, Above or below Ambient, Cryo) Container Pressure: (Ambient, Above or Below Ambient)

Vendor Name: (NOTE: Manf. Name below. This may be different than the Vendor Name) Chemical/Product Manufacturer:
Chemical Comment: (any additional pertinent information, max 70 characters)


