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1.0 Purpose 
The purpose of SOP 1.18 is to provide information on proper procedure for ordering lab 
supplies, including when and how to make these requests. 
 

2.0 Scope 
SOP 1.18 is intended to cover all resources, personnel and equipment in the BCR laboratory. 

 

3.0 Materials 

 

4.0 Procedure 
4.1 Ordering will be done only twice a week on Tuesdays and Fridays, including most urgent 

orders unless it is ABSOLUTELY NECESSARY to order urgently. 
4.2 For Tuesday orders, have all orders to Denise by 5 pm on Monday, and if the order is to be 

placed on Friday, please have the order to Denise by 5 pm on Thursday. 
4.3 Please fill out an order request on Quartzy including the company name, size/amount, 

product name, and catalog number, your name and a specific shortcode if there is one, for 
the order to be placed.  Any requests missing any of this information will not be ordered and 
may result in a delay in ordering. If you are a new lab member, please let Denise know and 
she will send you an invitation to join Quartzy. 

4.4 Please use the Lab Order whiteboards to request any common supplies to be ordered that 
we are getting low on, such as pipettes, tips, gloves, flasks, stericups, FBS, reagents, etc.  
It is all of our responsibility to ensure we order more supplies before we completely run out 
when they start to get low, so there is enough for everyone to use when needed.  Please 
note, the lab order boards are different than the urgent to do board.  Always include the 
company name, size/amount, product name, catalog number, and your initials when you put 
a request on the lab order white board. 

4.5 When orders arrive, the packing slip should always be marked “Received” with the date and 
your initials, as well as where the item was placed, and then place the packing slip on 
Denise’s desk.  If someone orders something specifically for them, the item will be place d 
on their desk or handed to them. It is the researchers responsibility to take care of recycling 
the shipping box. If it is common supplies, they will be put where the corresponding labeled 
section is for that supply.  There is also a “New Arrival” box in Freezer 2 for -20 items to be 
placed in, and Fridge 1 for the 4 degree items to go, if you do not know who the item 
belongs to.   

 By placing orders less frequently and in bundles, we can save money, reduce 
shipping costs, and requires less manpower.  By having all orders in at one time, we 
can place bulk orders at one time from the same companies. 

5.0 References 
5.1 Central Purchasing Unit Guidelines version June 2014 

 Full Guidelines are available on the Wicha Lab website under Procedures, Section 
10.0 

6.0 Change Description 

Revision Date Reference Description of Change 

CL 7/2/14  Added Central Purchasing Unit Guidelines version 2014 

 


