Buy@Duke Select Agent Ordering Process

1.  Research Lab fills out an internal order form for select agents.  Form is on the OESO website
www.safety.duke.edu/BioSafety/selectagents.htm
2. Form is submitted to OESO Biological Safety Office
3. OESO checks  to see if the requesting lab is qualified to order select agents

4. OESO enters the order electronically thru Buy@Duke to get a purchase order using the labs Cost Center.  Under the internal note field of the electronic requisition they enter “Select Agent”, do not fax order to vendor.
5. Procurement prints the purchase order and files.

6. Procurement will e-mail OESO the purchase order number.

7. The purchase order number is then added to the select agent order form and faxed to the company.

8. Company ships to the Biological Safety Office at Hock Plaza 1 and they deliver to the lab.
OESO Contact: Christina Kelly

