
 

 

 

 

Buying Supplies or 
Maintenance/Repairs 

Service <$5000? 

Lab places order within ePRO- 
Order from Catalog Vendor (per 
list below) @ 

 

Business Office approves & 
transmits order to vendor by next 
business day A PO is issued by Central Purchasing. For 

<10K, it may take about 10 business days. For 
>10K orders, may take 3-4 weeks 

Lab emails completed General Order Form to 
ESOPFINANCE@UNC.EDU, and Waiver of 
Competition and Sole Source Justification, if 
applicable. 

***Business Office prepares Requisition and 
sends to Central Purchasing for bidding and 
issuance of Purchase Order 

NO 

 
 

 
 

 

 

 

 

 

Lab places signed packaging slip +copy of order, and order confirmation (for ePRO & S# orders) in designated pick-up bin  

Business Office will pay the Vendor, against S# and formal PO orders 

@ -Staples Business Advantage, Applied Biosystems, Airgas/National Welders, Sigma-Aldrich, VWR International, Perkin-Elmer, CDW-G, DHL, FedEx, Grainger, MSC Industrial Supply, and GOGAS. Fisher Scientific is expected to be included 
soon.  IT computer or printer orders should follow a separate work flow.  **If the vendor is not in University Database, then Business Office will request Tax-ID Verification from the Vendor; Submit request to Central Purchasing to add 
Vendor to University Database.  This may take 2 business days or more before an S# can be issued by the Business Office. ***If >$10,000, Central Purchasing will invite formal bids and additional time is needed. If <$10,000, Central 
Purchasing may take up to 2 weeks to issue a P.O. 

YES 

**Lab emails completed General 
Order Form to 
ESOPFINANCE@UNC.EDU             
to receive an S# from Business 
Office 

 

NO Vendor has catalog  
in ePro-see list 

b l ? 

Using the S#, lab places order 
directly with Vendor- Must 
specify Bus Ofc address for 
receiving Invoices. Print order 
form(s) and confirmation 

NO 

 
 

 
 

 

 

 

 

YES 

Lab prints Order Confirmation 


