CARES Request for Purchases and/or Reimbursement
CARES Order Request Form & Procedures

Order Request Procedures

· All orders must include the VA Project Number, Requestors Name with Contact Number clearly identified on the form, otherwise the form will be returned.

· All orders shipped on dry ice or required refrigeration must include contact name and phone for someone who will be available to pick the order up on the expected delivery date.

· All orders will be processed in approximately 2-4 business days.  

· Emergent orders should be properly identified to ensure timely response.

· Please print only page 2 when submitting orders.

· To accommodate vendor delivery restrictions, all Animal orders should be provided to the IACUC coordinator no later than noon each Wednesday.  CARES also requires the CARES order form which can be hand delivered to C303.
ORDERING CHEMICALS  
To order chemicals or kits containing chemicals, the chemicals must first have been approved by the Research Safety Subcommittee during initial review of a research proposal or subsequent modification of an active project. By signing the “authorized signature” box above, the researcher is attesting that this procedure has been followed and the chemical(s) have been approved by the Research Safety Subcommittee.

Thank you for your support and cooperation.  

	Building 1, Room C-303   Ext. 22111   Telephone # 708-343-6300   Fax # 708-343-9676
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	Shipping Costs
	

	Tax (if applicable)
	

	Total Costs
	

	Vendor Name
	
	Vendor Contact
	

	Address
	
	City
	
	State
	
	Zip Code
	

	Tel. Number
	
	
	

	Justification – MUST BE PROVIDED - (i.e., how does this order relate to research or research-related education)

	

	SECTIONS A & B BELOW MUST BE COMPLETED.  IF NOT, ORDER WILL BE RETURNED TO YOU

	A. Requesting the purchase of chemicals on this order? If Yes, you must answer B
	Yes
	
	No
	
	

	B.  Are these chemicals listed on your chemical inventory list & VA approved protocol?
	Yes
	
	No
	
	

	Deliver to →
	

	OFFICE USE ONLY

	Vendor Account # 
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	Customer Service Rep
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