
                  CHEMISTRY DEPARTMENT FACULTY ORDERING FLOWCHART 
 

 
 Am I ordering from a State, 

Department or Foundation Account? 

State or Department Account 
(CBF, start-up, senior project etc.)  

Cal Poly Foundation Account 
(Individual grants handled through CP 

foundation or Sponsored Programs) 

1.  Download the department ordering 
form 
2.  Fill out the form with the 
appropriate product information and 
pricing to place the order. 

3.  Check the appropriate box 
indicating the type of account that 
will fund the purchase. 

4.  Fill out the account information 
(chartstring) at the bottom of the 
ordering form in the space provided. 

5.  Indicate any special instructions 
for storage or shipping of the order 

6.  Give the order to a staff member 
to order with the P-card 
 

1.  Follow the Foundation ordering 
procedure (fill out their form, fax it 
over, get a PO and order your items). 
2.  When ordering include the 
following: 
 
      Attn: Dr. Your Name.   
      Address: Bldg 52 D-21. 
 
3. Download and fill out the 
department ordering form. Be sure to 
check the box that says “Foundation” 
and fill in the PO number used to 
order (this is for package tracking) 
4. Indicate any special instructions for 
storage or shipping of the order. 
5. Make two copies.  Give one to 
Makell and the other to Shelley in the 
stockroom. 
 


