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PURPOSE:

To provide guidelines in the purchase of food supplies to ensure quality

meals to patients.

LEVEL:

Approved Suppliers, Dietitian

DEFINITION OF TERMS:

Supplier- a person or organization that provides something needed such as a

product or service.'

POLICY:

1. The Dietary Department shall buy only from suppliers approved by the Materials

Management Department.

o

-

specifications made.
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The deliveries shall be done in the morning.

The goods delivered shall be checked against the receipt.

The Dietitian or Cook is authorized to reject food items that do not conform to
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PROCEDURE:
Purchasing
1. The Dietitian writes items needed on the Purchase Order based on the patient's

census and menu.

The Dietitian makes the Purchase Order the day before (daily marketing e.g.
meats, vegetable, fruits, etc.), a week before for perishable items, and a week
before for groceries.

The Dietitian forwards the Purchase Order to Materials Management Department
to facilitate the order to suppliers.

The Materials Management Personnel calls the supplier.

The Dietitian retains a copy of the Purchase Order.

Receiving

:

el

The Cook, Dietetic Clerk or Dietitian receives the delivered items from suppliers
based on the Purchase Order for daily marketing.

The Dietitian or Dietetic Clerk and Materials Management Personnel receives the
delivered items from suppliers based on the Purchase Order for the weekly
groceries.

The Cooks, Dietetic Clerk or Dietitian and Materials Management Personnel,
weigh the items in the weighing scale.

The Cooks, Dietetic Clerk or Dietitian and Materials Management Personnel, check
the amount against the receipt and the completeness of delivered goods.

The Cooks, Dietetic Clerk or Dietitian put the items immediately in the freezer,
refrigerator, or storeroom.

The Dietitian and Materials Management Personnel sign the receipts.

The Materials Management Personnel keeps the original receipt.

The Materials Management Personnel gives a duplicate copy of the receipt to the
Dietitian.

The Dietitian records the duplicate copy in the logbook of all the items received.
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FLOWCHART:
PERSON
ACTIVITY
RESPONSIBLE
PURCHASING
Dietitian
Prepares purchase order form
Dietitian Y
Fills in purchase order | _
form K
Dietary Manager Checks and reviews
purchase order form
Purchase NO
order
correct?
Dietary Manager Approves purchase order
Dietitian Forwards Purchase Order to Materials Management
Retains duplicat f the Purchase Ord
Dietary Manager etains uplicate COpy O € urchase uraer
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PERSON
ACTIVITY
RESPONSIBLE
RECEIVING

Cooks, Dietetic Clerk or
Dietitian, MMD Personnel

Cooks, Dietetic Clerk or
Dietitian, MMD Personnel

Cooks, Dietetic Clerk or

Receives delivered items from
suppliers

v

Weighs items

!

Checks amount & completeness

Dietitian, MMD Personnel of goods
Cooks, Dietetic Clerk or Stores items
Dietitian .L
Dietitian and MMD Signs receipts
Personnel v
MMD Personnel Keeps original receipts
MMD Personnel Gives duplicate copy of receipt
to Dietitian
Dietitian Records duplicate copy in
the logbook
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WORK INSTRUCTION:

Dietitian
1. Orders food supplies based on patient's census and menu.
Orders food supplies at a specified time period.
Forwards Purchase Order to MMD.
Keeps duplicate copy of the Purchase Order.
Received delivered items.
Weighs items.
Checks completeness of delivered goods.
Stores items.
Signs and records receipts.

© PN U AWM

Materials Management Personnel
1. Receives delivered items from suppliers based on purchase orders.
Weighs items.
Checks completeness of delivered goods.
Signs receipts.
Gives duplicate copy of receipts to the Dietitian.

S o

DOCUMENTATION:
1. Purchase Requisition
2. Delivery Receipt
3. Logbook

DISSEMINATION:
1. Dietary Department Policy and Procedure Manual

REFERENCE:
'Supplier | Definition of Supplier by Lexico. (n.d.). Lexico Dictionaries | English. Retrieved
June 1, 2020, from https://www lexico.com/en/definition/supplier
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