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PURPOSE:
1. To conserve time and materials eliminating duplication of supplies and effort.
2. To render to doctor and patient the best and most efficient service in the interest of
each.

SCOPE:
Surgical Complex

RESPONSIBLE PERSON:
Supply Room Clerk, Circulating Nurse, Scrub Technician

PROCEDURE:

1. Surgical Suites Staff Nurse secures and accomplishes Requisition Slip from the
supply room clerk.

2. Staff Nurse submits the accomplished Requisition Slip to the Supply Room Clerk.

3. Supply room clerk checks the stocks requested, prepares all supplies needed for
the scheduled case, and releases the same

4. Staff nurse/scrub technician rechecks and ensures completeness of the supplies
prepared by the supply room clerk.

5. Staff nurse/scrub technician gives the requisition slip to the Supply Room Clerk
and brings the requested supplies to the surgical suite.

6. After the operation, staff nurse/scrub technician returns the unused supplies to the
supply room with the charges checklist.

7. Supply room clerk rechecks the requisition slip against the charges checklist to
validate if the used items were reflected on the charges checklist.
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7.1 If the entry/ies on the charge checklist correspond(s)/matches to the
requisition slip, the supply room in-charge will forward the charges checklist
to the billing clerk for proper charging.

7.2 If the entry/ies on the charge slip does not correspond(s)/matches with the
requisition slip, the supply room clerk verifies charges with the concerned
Nurse to re-check all supplies that were actually used and those that have
not been used.

REFERENCE:

1. National Center for Biotechnology Information (2019). Inventory Management of
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Secures and accomplishes Requisition Slip
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Submits the accomplished slip to Supply Room Clerk
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Checks the requisition slip and prepares all supplies
requested and releases the same
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Rechecks the supplies received for completeness
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Returns the unused supplies to the Supply Room with the
charges checklist
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Rechecks the requisition slip as against the charges
checklist to validate if the used items were reflected |«
on the charges checklist

Verifies charges with the concerned
Nurse to re-check all supplies that
were actually used and those that

have not been used

Does the
entries match?

Forwards the charges checklist to the billing clerk for
proper charging.
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KEY TASKS PERSON RESPONSIBLE

. Secures and accomplishes Surgical Suites
Requisition Slip from the supply room clerk

. Rechecks and ensures completeness of the supplies
prepared by the supply room clerk

. Gives the requisition slip to the supply room clerk
and brings the requested supplies to the surgical
suite

. Returns the unused supplies to the supply room
with the charges checklist

Surgical Suites Staff Nurse

. Rechecks the requisition slip against the charges
checklist to validate if the used items were reflected
on the charges checklist

Supply Room Clerk
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