
PROCUREMENT 
SERVICES AND

STORES

FACULTY OF SCIENCE
SUPPLY CHAIN MANAGEMENT

www.mun.ca/sc ience This brochure is  intended to provide new
Faculty of  Science members with a br ief
overview of the Science Procurement
Services and Stores operat ion and
provide basic t ips that may be of benefit
as you begin procurement act iv i ty .

Many common requirements are in stock
and can be readi ly provided from our
Stores locat ion  in the Core Science
Faci l i ty ,  room CSF-1109.  These
items must be ordered onl ine from the
Environmental  Health and Safety
Assistant (EH&S Assist )  accessed via the
My MUN login at :
https://login.mun.ca/cas/login.  Other
items wil l  need to be procured by our
Procurement Services staff  located in
CSF-1151,  

Requis i t ions for non-chemical  purchases
are avai lable from the departmental
general  off ices or CSF-1151 .  An electronic
copy is  avai lable.  Requis i t ions must be
approved by the grant holder and
department administrat ive off icer before
being forwarded to Procurement Services
for processing.  Your order wil l  be placed
once avai labi l i ty of  funds has been
cert i f ied and any appl icable
requirements have been met.  Note that
al l  university funding - operat ing and
grant sourced - need to  comply with
both provincial  and Memorial
procurement regulat ions.

Please contact your department 's
administrat ive off icer regarding funding
cert i f icat ion or for  help sett ing up a new
account .  

REQUISITIONS AND
STORES ORDERS

All  chemical  requis i t ioning must be
entered in the EH&S Assist  to al low for
electronic approvals and inventory
control .  
Al l  non-chemical  requis i t ioning
(equipment,  special  order suppl ies,
etc . )  must be submitted on the exist ing
paper requis i t ion form. 
Requis i t ion orders are normally placed
with the vendor within two days of
receiving f inal  approval .  
Al l  orders for  stock i tems (chemical
and non-chemical)  held in FOS Stores
(CSF-1109) must be placed via the
EH&S Assist  onl ine.  
A del ivery opt ion is  avai lable for
customers located in the Core Science
Faci l i ty ,  Science,  Chemistry-Physics
and Biotechnology bui ldings.  Dai ly
del ivery of  orders is  from 2:10 p.m.
unt i l  3 :30 p.m.  Stores orders placed
before 12 p.m.  wil l  normally be
del ivered the same business day.
Stores orders placed and indicat ing
'pick up'  wi l l  be not i f ied via email  when
their  order is  ready for pick up.
At t imes,  some of your order may be
backordered.
I f  i tems normally obtained from Stores
are not showing onl ine,  please not i fy
staff .

https://login.mun.ca/cas/login


PROCUREMENT SERVICES
Core Science Faci l i ty ,  CSF-1151

Staff
Ian Gidge,  ian.gidge@mun.ca

709.864.3780
Rosemary Maher,  rmaher@mun.ca

709.864.4384
Kevin Di l lon,  kevind@mun.ca

709.864.8196
Ann Marie Pike,  p33amp@mun.ca

709.864.3086
Brittney Power,  bap344@mun.ca

709.864.7523

Fax:  709.864.4623

Core  Sc ience Fac i l i ty ,  CSF-1109

Staff
Randy Ear le ,  rear le@mun.ca  

709 .864 .8882
Teresa  Kennedy ,  r72tak@mun.ca

709 .864 .2290

Fax :  709 .864 .4085

STORES

Faculty of Science - Stores
Hours of Operation:

9 a.m. to 4:30 p.m. Monday to Friday
Closed 1-2 p.m. for lunch.

Genera l inqu i r ies and requests should 
be sent to the group addresses below 
to avo id delays should a par t icu lar 
employee be unava i lab le .

P r o c u r e me n t : fos .procurement@mun.ca 
S t o r e s : fos .s tores@mun.ca

HOURS OF OPERATION

The fol lowing are general  guidel ines
regarding procurement l imits and open
call  for  bids.  For specif ic information,
please refer to Memorial 's  pol icy page:
www.mun.ca/pol icy/browse/pol ic ies/ or
contact Faculty of  Science - Procurement
Services for guidance.  

When you are ready to begin planning
your purchase,  FOS Procurement Services
can assist .

Procurement of goods equal or greater 
than $133,800  (before taxes)  require an
open cal l for bids.
Procurement of services equal or

greater than $133,800 (before

taxes)  require an open cal l for bids.
Purchases for goods greater than
$10,000 and up to $133,800 before taxes 
require three quotat ions.
Purchases for services greater than
$10,000 and up to $133,800 (before
taxes) require three quotat ions.
Al l purchases must have funding
cert i f ied pr ior to being processed.
Spl i t t ing a purchase to lower the
value and avoid the appl icable
threshold is not permitted.

 Public Body   Goods  Services    Public Works
 Memorial  $133,800      $133,800    $334,400

POLICY,  L IMITS AND 
OPEN CALL FOR BIDS

As of June 1 ,  2020,  the Publ ic
Procurement Agency Amended the Publ ic
Procurement Regulat ions to include a
mandated suppl ier  preference al lowance.

Memorial  University operates in
compliance with the Publ ic Procurement
Act and Publ ic 
Procurement Regulat ions.  F inancial  and
Administrat ive Services is  responsible
for ensuring compliance is  maintained.

The fol lowing l ink provides specif ics
regarding purchasing procedures at
Memorial  University :

Plan purchases well  in advance.  Be
sure to include addit ional  t ime to
cover unforeseen delays and meet
appl icable deadl ines.  Include
Procurement Services early in the
process when they can add the most
value.
Exercise care and due di l igence in the
development of  specif icat ions.  Include
all  requirements but do not include
specif icat ions that could el iminate
sourcing opt ions unnecessar i ly .  

Dion Bennett ,  Supply Chain Manager
45 Arct ic Avenue

Core Science Faci l i ty ,  CSF-1151
T:  709.864.8548    M:  709.728.7218

Fax:  709.864.3154
E:  dion.bennett@mun.ca

CONTACT I NFO

https://www.mun.ca/science/supply-
chain-management/ 

 www.mun.ca/pol icy/browse/
procedures/view.php?procedure=593

PROCUREMENT TIPS

The provis ion mandates an al lowance of
10% for al l  provincial  suppl iers for  al l
procurements below trade agreement
thresholds.  
Provincial  suppl iers are suppl iers with a
place of business in the province.  

https://www.mun.ca/science/faculty_staff/stores.php
http://www.mun.ca/policy/browse/policies/
http://www.mun.ca/science/faculty_staff/stores.php
http://www.mun.ca/policy/browse/procedures/view.php?procedure=593



