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

 

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

 

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.  

 

 

 

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


 

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? 

 

 

 

 

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. 

  



 

 

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 

 

 

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

mailto:inkop@eken.lu.se
mailto:inkop@eken.lu.se
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