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Procurement
Process

( \

Requestor determines that a DEA
controlled substance is needed.

Requestor is both an NO
Authorized Person AND

the CSUA Holder

STOP
See Chart No. 1

If new substance is not already
listed on CSUA, requestor emails
CS Administrator with intention to

order.

Is requested
item a Controlled
Substance?

Is requested
item Schedule Il
Substance?

YES Schedule i

Receiving Acquired CS
Process

[tem is delivered to the
CS Administrator.

[ CS Administrator stores all controlled )
substances in secured designated

location and maintains logs.

CS Administrator stores completed
signature forms and packing slips for

each CS received.

CS Administrator notifies Requestor

that shipment has arrived.

Requestor or designee will pick up
shipment, sign receipt log, and get the
prepared substance log sheet.

Requestor or designee will set up
CS Use Log in logbook

END

NOTE: SFSU is not permitted to
have Schedule | substances.

Schedule Il Substances must
be ordered on DEA 222 Form.

If the request meets program
requirements, CS Administrator
confirms order with CSUA Holder.
CS Administrator submits P. O.

if purchasing

with P-Card

1. Department Head must
approve in writing.

2. CS Administrator emails
purchasing for approval
to use P Card.

3. Place Order.

SFSU Controlled Substances Ordering and Receiving Procedure

Follow vendor’s
instructions. No
other DEA or CA
DOJ requirements

Is it on DEA List II?

Shipment may be
delivered directly
to a requestor.

Follow vendor’s
instructions as
they comply with
DEA requirements

Is it on DEA List |
but NOT a
CA Precursor?

Is it a California
Precursor

Chemical?

N —

. Choose a vendor within California.
. Provide identification as requested by vendor.
. Allow at least 4 weeks for delivery of in stock

chemicals

California requires a 21-day waiting period
from the day the order is placed to allow time
for review.

. Allow up to 6 months for delivery if vendor

does not have it in stock.

Item is not in the
CS Program

Shipment may be
delivered directly
to the requestor.

END

Isita
Precursor
Chemical?

Color Legend

Dept Personnel
CS Administrator

NO

It is not a substance
regulated by the DEA
or CA DOJ in their
diversion program

Is it a drug
requiring a
veterinary
license?

NO

Follow vendor’s
instructions.

Shipped directly to
requestor or
stockroom

END



