Guidance for ordering stationery and equipment

All purchases of equipment, services and sundries at this University are subject to formal, legally binding procurement procedures and it is necessary for the School administration team to ensure that all purchasing decisions comply with these procedures. 

Information about procurement and authorised suppliers can be viewed at

www.ed.ac.uk/schools-departments/procurement/buying 

Stationery and General Office supplies

We maintain a large supply of standard office stationery including pens, paper and folders and these items can be found in the reception area. If you wish to order a particular item of stationery that is not normally stocked in the School please contact James Gilmour in Reception. Orders are usually submitted on a weekly basis each Wednesday.
Our receptionist can also arrange ordering and/or installation of: 

· business cards
· digital voice recorders (or Dictaphones)
· new telephones

· desk lamps

· bookcases/shelving
· replacement printer tonor cartridge please (remember to quote the make and model of printer you have)

· recordable CDs

· flash drives and USB memory sticks 

· any other standard office equipment

Computers and IT hardware

The formal procurement rules also apply to all computing purchases and there is a special group called the Select PC Advisory group who let us know which suppliers and even which models we are allowed to purchase. This arrangement also extends to purchases related to research expenditure so please do not assume you can simply buy any product and consult with the IT Manager, Nick Dyson, before submitting any research applications with computing equipment in the budget and before requesting a purchase.

For all PC, MAC, monitor, mouse, keyboard, printer, hard drive, laptop and netbook purchases please contact Nick Dyson. Nick will discuss your needs and will suggest suitable models if your preferred choice is not on the list of authorised equipment and he will arrange for the purchase to be made. 

Please note all IT equipments purchases including those covered by research grants* and other restricted funds must be made through the IT manager to ensure we have a full record of all equipment for insurance purposes. 
*If you are not the authorised budget holder for the research grant please ensure you have contacted either your PI or the Research Office to obtain the correct account code for your purchase.
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