
Please fill out the entire form of the ZCL well legibly and completely.  

Illegible, incomplete or badly incorrectly completed procurement orders 
lead to incorrect purchases or delays (enquiries necessary). 

 

In this field, enter the person for whom the ZCL is to procure goods: 

Name:         First name Surname 

Telefonnr.:  3-XXXX 

Note the telephone number where the ZCL can reach you promptly if 

there are any questions about the procurement order or if any additions 

are required (e.g. an end-use statement). 

 

Enter the organisational unit (AK = working group) for which the goods 

are intended. Here are three typical patterns that you can use as a guide: 

Fakultät: Biologie / Chemische Biologie 

AK/Praktikum: AK Prof. Dr. Beispiel 

 

Fakultät: Chemie / Organische Chemie 

AK/Praktikum: Grundpraktikum Organische Chemie 

 

Fakultät: Zentrale Wissenschaftliche Werkstätten 

AK/Praktikum: Zentr. Werkstätten/Glasbläserei/Optik 

  

1 1 

2 

2 

3 

3 



 How should the costs be billed internally at UDE? 
 
The ZCL later bills the costs with the organisational unit for which the 
goods were procured. Your organisational unit finances the goods either 
with regular budget funds or with third-party funds for ongoing research 
projects. 
 
Information about the billing must be noted here on the procurement 
order to the ZCL. Billing is to take place … 

 via regular budget funds? Then enter the (nine-digit) cost centre and 
the (four-digit) fund in the top line. 

Example:  4080999999 Fonds 1000 

 

 via third-party funding? Then enter the PSP element (fourteen digits) 
of the research project in the bottom right-hand line. 

 Example:  40801234567891 

 
If you do not know these details, please ask your department so that the 
financing of the goods is guaranteed. 
 
The ZCL will not accept procurement orders in which the accounting 
information for the cost settlement has not been added or which are 
obviously implausible!  
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Number the list of desired articles. This makes it easier to differentiate 

between the individual articles. (Position = current number of this list) 

You must be precise when describing the desired chemical! 
Enter the article name and the purity or speciality of the chemical here.  

The specification methanol is too vague if you require a specific 

quality. In this case, please note  

 e.g.  Methanol, für HPLC-LC-MS Grade 

 You specify the company from which the articles are to be ordered! 

Please note here the company from which the ZCL should order the 

articles for you.  

Enter the catalogue number (Kat.-Nummer = order number = article 
number) of the items here. Be very precise, as it is decisive for the ZCL! 
The company's catalogue number is associated to a specific product. It 
not only contains information on the chemical to be ordered and its 
degree of purity, but also on the quantity in weight or volume per 
container, or on packaging units (VE) in which individual containers are 
combined and delivered. 
Example:  [6 + 7 + 8 ] 

Methanol, p.a., wasserfrei / Firma Chemexpert   

                                   /Kat. Nr. 2345.100  

How many units of the article of the specified catalogue number should 

be ordered?  (3 = 3 pieces or 3 packaging units) 

 

The packaging unit (VE) indicates how many individual items are sold 

together in a package by the supplier: These are either single containers 

(bottle, wide neck bottles, can ...) or packs containing several 

containers. For single containers, please note the container content: 

 in ml or in L for liquids                 e. g.      1 L      

 in mg, g or kg für Feststoffe    e. g.  500 g      

  For packs that contain several single containers, enter the number of 

units per pack under VE:  z. B. 1 VE = 10 Stück (je 1ml). 
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Please do 

not enter 

anything 

here. 



 Please add the date for the procurement order. 

 

By signing the order form, the customer and future recipient of the 

goods confirms that … 

 it has been checked that the goods listed on the procurement 

order either represent the cheapest option or are so special that 

they can only be purchased from the specified company. 

 the ZCL is commissioned with the procurement of the listed 

articles by the UDE organisational unit named on it 

 the financing has been clarified internally at UDE and the costs 

are to be settled by ZCL via the stated accounting entry.   

The ZCL only processes signed procurement orders.  

The organisational units have different rules on who is authorised to 

sign. Ask your boss if you do not know this. 

Since all chemicals procured by the ZCL are intended exclusively for 

internal UDE use and for research or teaching purposes, the reason 

"research and teaching" is not sufficient. Please give a more precise 

reason, e.g. 

 starting material for synthesis 

 solvent for separation processes 

 standard in analytics 

 …. 
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