
BioLabs 
Marketplace



What is Marketplace?

Marketplace is a premium procurement platform on which residents of  BioLabs 
purchase research tools and other supplies through centralized accounts with 

1,400+ of vendors.

It was introduced as a way of streamlining the purchasing aspect of  the 
start-up process for biotech companies.

Think of  us as your company’s procurement department.

We recognize that the process of  opening vendor accounts, 
credit verification, and negotiation of pricing can take months 

of time that you can’t afford to waste. 



Key Benefits of Marketplace
Don’t start from scratch. 
Marketplace will operate as your procurement department without delays.
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How does 

Marketplace 

work?

Let’s review a 

step-by-step process.



How to Place Orders



How to Place a Punchout Order 



How to Place a Hosted-Catalog Order 



How to Place a Non-Catalog Order 



Getting a Quote 

• When getting a quote from a supplier the billing
information that you give them must be BioLabs.

Incorrect: Correct:

ABC Bio
1234 A Street
5th Floor
New York NY 10014

ABC Bio
1234 A Street

5t h Floor
New York NY 10014

John Smith

123456789



Checking Out



Post Check Out



Order History



How to Generate Reports



Shipping FAQ’s

Shipping Labels: Domestic only via FedEx.

• Shipping Request Form is available on Marketplace under the Forms section.

Exchange/Return Requests:
Email Marketplace team at marketplace@biolabs.io

Expedited Shipping Requests: 
Email Marketplace team at marketplace@biolabs.io

• Orders placed after 2pm will not be expedited due to being past the cutoff  time for 
most vendors.

• PLEASE NOTE: Hazardous items shipping 
ground or supplier restrictions may 
prevent the order to be rushed.

mailto:marketplace@biolabs.io
mailto:marketplace@biolabs.io


• Lab Supplies (Including Cell Lines and Bacterial Strains)

• Office Supplies

• CRO Projects (Genscript, Genewiz, LakePharma, Twist Bio, etc.)

• Equipment Orders (Quotes or Direct)

What must be 
processed through 

Marketplace*

• Software

• Orders Shipping Out to Offsite Locations

• Shipping Request (FedEx only domestically)

What can be 
Processed Through 

Marketplace

• International Shipments

• Consulting Related Contracts

• Professional Fees

To be Kept Outside 
Marketplace

*All BioLabs residents must use Marketplace for all consumables and equipment orders



BioLabs 
Invoicing

Simplified accounting 
with reconciled 
weekly/monthly 
statements

Purchase orders < $10k: invoiced monthly

Purchase orders > $10k: invoiced weekly

Purchase orders > $50k: Case by case review, 

but typically BioLabs requires 50% prepayment

100% prepayment may be required on a 

case-by-case bases for > $50k orders. 

You will be notified



ACH Payment

Monthly Invoices:

• You will be invoiced on the last day of the current month. 

• You will be ACH’d for your invoice on the 5th of the next month.

*Unless it is a weekend or holiday.

Interim Invoices:

• You will be invoiced weekly on Friday’s. 

• You will be ACH’d for your invoice the following week on Friday.

*Unless it is a holiday.

If you receive an invoice or payment requests from a 
supplier by mistake, DO NOT make any payments or provide 
any payment details. 

Contact the Marketplace Team at: martketplace@biolabs.io

mailto:martketplace@biolabs.io


Follow Up & Support

Where’s my order?

I need to cancel something!

Can I get this expedited?

We're graduating soon, can we still use Marketplace?

Who can I talk to about a billing question?

I need to add a supplier!

I have a quote – can I still use Marketplace for it?

email: marketplace@biolabs.io

mailto:marketplace@biolabs.io
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