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Purchasing Policy

Whether it is in the front office or clinic, there are many items that are necessary to run an efficient practice. _____ (Practice Name) will purchase, using prudent management practices, the supplies and equipment necessary to operate in an economical manner. Dr. _____ (Doctor Name) has established a process that authorizes purchases of supplies and provides accountability for the receipt, inventorying and payment for supplies received.

Criteria for purchasing are as follows

· Any individual purchase order of supplies that total more than $500.00 must be pre-approved by the office manager before the order is given the vendor.
· Any purchase of equipment will be pre-approved by Dr. _____ (Doctor Name) before the order is given to the vendor.
· All equipment purchases of $3,000.00 or more should be based on at least two price quotes of reputable vendors.
· Equipment items costing $5,000.00 or more may be purchased with an agreement to make payments over a negotiated time frame.
· An employee will document each purchased item received, visually inspecting each package received, and signing/dating the packing slip of each package. Apparent damage to a package before opening the package will result in that package not being accepted. Apparent damage to the contents of an open package will result in that item being returned to the vendor and the invoice being adjusted to show the return.
· Purchase of repairs will be treated the same as purchase of supplies.

Office Supplies

Each department in the office should have an established inventory of the supplies they order including what is to be the minimal inventory that triggers an order. This implies an understanding of a vendor’s lead-time between ordering and delivery dates. The department head and the office manager will agree upon a maximum inventory for each item in inventory. Exceptions to this maximum amount must be approved by the office manager.

The storage shelf/drawer will be labeled to identify the item and the minimal inventory required for that item. All employees must understand and comply with the directive that if that employee, by removing an item from inventory, drops the storage inventory below the minimal inventory level, that employee must notify the department head of this fact. The department head will then initiate the purchase of an adequate supply of that item. If the purchase order exceeds the limits established in the Purchasing Policy, the order must be approved by either the office manager or Dr. _____ (Doctor Name). 

Equipment 

The department head and the office manager will agree on the need for equipment purchase. Price quotes from at least two suppliers of the equipment, if available, will be solicited by the office manager. The quoted prices will be coupled with the vendor’s equipment quality, shipping costs, maintenance costs and vendor reliability to form the components of the office manager’s recommendation for purchasing the equipment. Dr. _____ (Doctor Name) will make the decision as to whether and when and from whom the equipment will be purchased. A purchase order will be carried out by the office manager with the selected vendor.

Delivery

When the ordered supplies or equipment arrive at the practice, the person accepting the order from the delivery person will count the boxes and inspect them for external damages. This employee will sign/date the packing slip and give it to the department head who ordered the item(s). The department head will be responsible for placing the ordered supplies in inventory storage. This employee will forward the packing slip to the office manager who will match it to the invoice when it arrives. The office manager will complete the appropriate warranty card and, if appropriate, recommend to Dr. _____ (Doctor Name) that a maintenance agreement be purchased.
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