How to fill in the form for request of procurement at Lund university.

General instruction:
e You may complete the form in Swedish or English.
e Blue text links to pages with information, all are available in Swedish and English versions.

Bestallning av upphandling vid Lunds universitet

Avdelningen Inkdp och upphandling vid sektionen Ekonomi utfér upphandling pa uppdrag av institution
eller motsvarande. Upphandlingen leder till ett avtal om kép eller ett ramavtal. Avdelningen utfér ocksa
formyad konkurrensutsiittning fran ramavtal. Riktlinjer och instruktioner kring detta atertinns pa
Medarbetarwebben. Uppdragsgivaren garanterar med sin underskrift att dessa f6ljs, att nédvandiga
ekonomiska medel dr avsatta, att referensgruppen resurssitts, att PUB-avtal signeras, att eventuell MBL-
forhandling genomfors samt att eventuell lokal for uppstallning av utrustning finns tillhanda.

Translation of the text:

The Procurement department at the section of Finance handles procurement on assignment by
faculty departments, sections etc. A procurement activity will lead to a purchase agreement or a
frame work agreement. The Procurement department also handles assignments of renewed
competition from frame work agreements. Governing policies and instructions are found on: Staff
Pages. The constituent of the assignment will guarantee compliance to these by her signature and as
well that the necessary funds are available, to assign resources to the reference group, that a Data
Processing agreement will be signed, and to handle any need of negotiation with labour unions and
provide any room needed for setting up equipment.

Uppdragsbeskrivning
" Upphandling TUppdrag mot timersittning
_Fornyad konkurrensutséttning Tl Annat uppdrag

Type of assignment. Select what is appropriate. You may select more than one box.

Procurement Paid service
Renewed competition Other assignment


https://www.staff.lu.se/support-and-tools/purchases-invoices-finances/purchasing-and-procurement
https://www.staff.lu.se/support-and-tools/purchases-invoices-finances/purchasing-and-procurement
https://www.staff.lu.se/support-and-tools/personal-data-and-data-protection-gdpr/general-information-and-support/data-processing-agreements-puba
https://www.staff.lu.se/support-and-tools/personal-data-and-data-protection-gdpr/general-information-and-support/data-processing-agreements-puba

Bendmning

Typ av behov " IForskningsutrustning [Varor
T Tjénst eller IT-ténst T Ovrigt eller en kombination

Kortfattad beskriviing
av behovet. Vad omfattas?
Vilken tidsperiod avses?

First line: Name of the task/equipment/agreement
Second line: Kind of need

Scientific equipment Goods
Service or IT-service Others or a combination

Third line: Short explanation of your need. What is included? What time span?

Har dven andra imnom LU
behov av detta? Ange vem.

Ar detta ett nytt avtal eller " Nytt behov

ersitter det ett befintligt? " Ersitter befintligt avtal med diarienummer:
Onskad tidpunkt nir det nya
avtalet borjar galla.

Beridknat totalt varde 1 SEK
for hela avtalsperioden

"1 Upphandling av tjénst eller IT-system déar leverantdren hanterar personuppgifter pa uppdrag av oss

First line: Name any other unit at Lund university in need of the same goods or service, that you may
be aware of

Second line: Is this a new demand/need or will this succeed an existing agreement? Top box= New
demand. Lower box= succeeds an existing agreement. If you tick the lower box also fill in the
document registration number for the current agreement.

Third line: The desired start date for the new agreement
Fourth line: Estimated total value in SEK of the agreement for the entire period of time.

Fifth line: the procured service or IT-system will handle personal information on our assignment.



Beslut av prefekt e.d. (se ovan). Signera och skicka enligt nagon av foljande metoder:
1. Med digital signering via EduSign, mejla till inkop@eken.lu.se. Filten nedan ska mte fyllas i.
2. Med manuell signering 1 filten nedan, dérefter antingen skanna in och mejla till inkop@eken lu se eller skicka

med internpost till Méns Weimarck, Bestéllning av upphandling, Sektionen Ekonomi, Hamststille 31

Ort och datum

Namnteckning

Namnfortydligande och Titel

The form should be signed by the prefect/section manager/etc mentioned in the top table of the
form. There are two alternate ways:

1. Sign digitally by the service EduSign, then send attached to an email to inkop@eken.lu.se. The
empty fields below should be left empty, or

2. Fill in the empty fields and sign manually. Then either scan and send by email to
inkop@eken.lu.se or send by internal mail to the address in italics

1 Prefekt/sektionschef/motsvarande eller den person som prefekten delegerat attestriitten till. Hur delegation far géras regleras i

" Attestordning — foreskrifter om behdrighet att forfoga éver myndighetens medel” STYR 20220/563 eller beslut som trader i dess
stélle

Reference to the policy that manages the authority to buy and to commence a procurement activity.



mailto:inkop@eken.lu.se
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