
CONTROLLED SUBSTANCE ORDERING PROCESS

VENDOR  SHIPS ORDER 
TO CENTRAL RECEIVING

 LOCATION  AT UCSD

ORDER IS 
REVIEWED 
BY CSPM

ORDER IS RECEIVED AT 
CENTRAL LOCATION

CUSTOMER FILLS 
OUT HIGH VALUE REQUISITION AND 

SUPPLEMENTARY 
INFORMATION FORMS

Requesting

CUSTOMER SENDS 
FORMS TO CONTROLLED SUBSTANCE 

PROGRAM MANAGER (CSPM), EH&S 
(MC 0089 FAX: x20561)

$ $
$

Purchasing Receiving

CUSTOMER PICKS 
UP ORDER; 

 PHOTO IDENTIFICATION 
AND 

PICK UP AUTHORIZATION 
STATUS ON CSUA

REQUIRED

VENDOR 
PREPARES ORDER

PURCHASING DEPT 
PLACES ORDER
 WITH VENDOR

REQUIRED 
DOCUMENTS ARE 

COMPLETE?

YES

O
N

CONTACT PRIMARY LAB 
CONTACT 

AND REQUEST 
CLARIFICATION ON

 REQUIRED DOCUMENTS

PRIMARY LAB 
CONTACT IS NOTIFIED 

BY EMAIL

ORDER IS SENT 
TO PURCHASING

CUSTOMER DIRECTLY 
TRANSPORTS ITEM TO 

LAB’S APPROVED 
STORAGE LOCATION

PURCHASING DEPT CREATES
 PURCHASE ORDER 

(PRIMARY LAB CONTACT IS NOTIFIED)

Approval
(primary lab contact is notified)

Customer
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