Dear Groupmembers,

Procedure for ordering chemicals, experimental devices and other equipment for the lab.

To order things at the financial department (Financiele zaken (FZ)) you need to follow this procedure.

· In the closet in room OL056  the (blue, carbon copied) order forms can be filled in (ask carlos if you need help). 

· First of all you need to know details of the products you want to buy:

· Search for the ordernr. or catalognr. for the product you want to buy.

· Add the (approximate) price of the product 

· We order general items via the Debye Experimental Colloids (DEC), but everyone can buy stuff for their own project from their own account. Maria has a list of all account numbers. Orders over €500 must be signed by a staff member.

· The original (white) order form you send to the financial department, the copy (blue) stays in the book.

· You will receive a confirmation of the order from FZ (a yellow University paper), which you hand over to Maria once the ordered product is there.

· If the ordered product is there you receive a "yellow card" from the "postkamer", with this card you can pick up the ordered product.

· The form that comes along with the package needs to be filled in (Name, signature and date)  and returned to the Financial department (if you do not do this, they will not pay for it!!).

· Maria has a map where all ordered products are archived, so do not forget to give the confirmation of the order to Maria. 

· This also applies to the products that are ordered at the store in the Bleekerbuilding (IGF): always ask for a copy of the bill and hand it over to Maria!

If you have any questions about the procedure, please ask!

Groeten Carlos

