MEMORANDUM

TO:
Buy@Duke Users Who Order Radioisotopes
FROM:
Jane Pleasants, Assistant Vice President


Procurement and Supply Chain Management

SUBJECT:
Radioisotope Order Process Enhanced for Buy@Duke Users
DATE:
August 3, 2012

As we continue to streamline business processes through Buy@Duke and in partnership with Occupational Environmental Safety Office (OESO), the process of ordering radioisotopes has changed. You will no longer be required to enter radioisotope order information in the OESO radiation ordering website.   Following the steps for the new process outlined below, will ensure that information required in the OESO database is complete and meets the regulations associated with the procurement of radioisotopes.
1. A single shopping cart should be used.

An individual shopping cart should be created for radioactive materials.  No other supplies or multiple vendors should be included. 
2. Use G/L account 649400 and Material Group 015.
3.  Include your Authorized User Name or ID, building, and room number in the Supplier Text field.

In the Supplier Text field on the Notes and Attachments details tab for the first line item, users must place their Authorized User Names or IDs and their authorized buildings and room numbers (e.g., ‘Smith LSRC C454’ or ‘MC-999 LSRC C454’).

4. Cart will automatically route to OESO (Radiation Safety).
Once the cart has been submitted and approved according to the workflow rules within your department, the shopping cart will automatically route to OESO for approval.  If the cart is incomplete, OESO will return the cart to the submitter.
.
5. OESO will verify the lab is authorized to receive the radioactive material and upon completion will route the shopping cart to Procurement Services for processing.
Procurement Services will review the shopping cart for OESO’s approval and process the cart into a Confirming Purchase Order (PO). The PO will reflect the applicable delivery address for orders shipping to OESO.  Orders for the VA Hospital will be placed directly with the vendor by the department Submitters. It is the responsibility of the requestor to coordinate the delivery of the radioactive materials through the VA Radiation Safety Office.
6. OESO will deliver items to the lab upon receipt according to the current process.

If you have any questions regarding this new process, contact the Buy@Duke Help Desk at 681-1872 or e-mail procurement@duke.edu.  Additional information regarding isotope ordering is located at: http://finance.duke.edu/procurement/programs/buyatduke/resources.php
CC: Wayne Thomann, Ph.D., OESO Administration
