ASHLEY COUNTY MEDICAL CENTER

GENERAL POLICIES AND PROCEDURES

TITLE/DESCRIPTION:





FILING NUMBER:

Purchasing







1030

EFFECTIVE DATE:

APPLIES TO:

APPROVED BY:

January 19, 2015


All Departments

Administration

________________________________________________________________________

POLICY:
In order for all purchases at ACMC to meet requirements for auditors, it is mandatory that all purchases in every department, excluding Dietary and Pharmacy, have a purchase order issued by Materials Management.  Each department will complete an order form specific for that department or a supply requisition provided by Materials Management.

All projects will need an accurate supply list in advance.

Equipment purchases must be approved by Administration.

Critical Access Hospitals are required to obtain 2 or 3 quotes and purchase the lower quote when possible without compromising quality.

Materials Management will be matching purchase orders, requisitions and invoices.

