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Chemical Reagent Procurement Workflow
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LAKE UNIVERSITY

Pertaining to the Office of Laboratories and Research Facilities of the
university, the Yungu Campus Hazardous Chemical Warehouse is
responsible for supplying, temporarily storing, turning over and
registering controlled chemical reagents in addition to managing
reagents for each laboratory on the campus and offering them
safety reminders

SRPHDG
(e-66HE)

Website of the Office of Laboratories
and Research Facilities

(pleasemake sure thatyou have
already linked with the intranet)

International Chemical
Safety Cards
(ICSCs)

For any consultation needs such as the safe use, protection, and
emergency handling of chemical reagents, please call the
National-Chemical Emergency Response Hotline: 0532-
83889090

Address of the Yungu Campus Hazardous Chemical Warehouse:
Building E7 inthe Proximityof Entrance to the Underground Parking,
Northwestern Corner, Yungu Campus

Tel: (0571)88111082
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WESTLAKE UNIVERSITY

Yungu Campus of Westlake University
Chemical Reagent Procurement Guide

Office of Laboratories and Research Facilities



Q 1 How to procure chemical reagents?

AT: Please access the procurement system and it is
suggested to switch to the “Chemistry Subsite” and
“Yungu Campus” where you can locate chemical
reagents currently available in the Yungu Campus
Hazardous Chemical Warehouse and other products.
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How to procure controlled chemicals
Q 2 (highly toxic chemicals,precursor
chemicals,explosive precursors)?

A2: In accordance with the relevant laws and regulations, the
controlled chemicals must be purchased by a qualified
organization or institute through the corresponding
procurement procedures. For the sake of shortening the
procurement cycle, the Hazardous Chemical Warehouse
usually stocks a certain amount of those controlled
chemicals for teachers and students to check and place
an order if necessary. If what you need is not available,
you can deploy the Laboratory Procurement Application
function in the Chemistry Subsite to ask the Hazardous
Chemical Warehouse to purchase for you.
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Q4

Ad: Please note that as per the relevant national laws and regulations, all

How long does it take to procure the out-of-stock
controlled chemicals (highly toxic chemicals,
precursor chemicals,explosive precursors)?

A3: According to the relevant national laws and regulations, highly

toxic chemicals can only be purchased by an organization or
institute with sufficient credentials that usually take a long time
to apply for and obtain. So the university handles procurement
applications once every half a year. If needed, please notify us
through the Laboratory Procurement Application function.
Regarding the out-of-stock precursor chemicals. explosive
precursors, it usually takes 1~2 weeks to purchase. However, in
case of delay caused by suppliers or other unforeseeable reasons,
the Hazardous Chemical Warehouse will consult with you about
purchase replacement.

How to carry out an acceptance on
chemical reagents?

hazardous chemicals have to be transported via exclusive vehicles
instead of express service. Please do not sign for hazardous chemicals
transported by postal courier, private or public vehicles. The
hazardous chemicals warehouse of Yungu Campus will undertake
the transfer of hazardous chemicals within the campus. When
unpacking, please pay attention to personal protection and operate
in strict accordance with MSDS or ICSCs. Please note that due to the
qualification of road transportation of hazardous chemicals, the spot
chemical reagents in the two campuses cannot be distributed across
campuses.
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Q 5 How to cover the expenses of chemical

reagents?

A5: For in-stock chemical orders, we settle accounts once every

month; for store orders, please check and settle accounts with
the suppliers; for chemical offline orders, it is suggested to log
into the procurement system and input the relevant order
information before purchasing. Under such circumstances,
orders that have been approved can be used as evidence for
reimbursement.
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Q 6 How do laboratories manage chemical reagents

safely?

A6: We formulate the laboratory chemical reagent safety

management regulations as per the actual situation of the
laboratory chemicals, for example, categories and inventory, in
which the aspects concerning the use of personal safety
protection supplies, registration, classification storage and
daily safety inspection requirements must be clarified. It is
necessary to keep the safety warning labels, the Common
Hazardous Chemical Storage Incompatible Substance
Configuration List as well as the chemical reagent inventory
form near the chemical reagent storage cabinet. Regarding
controlled chemical reagents, the Laboratory Controlled
Reagent Register is used every time for record.
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