Equipment Ordering Procedure
(
The Team Leader or Program Director will contact the Admin. Sec. at Sta. 10 and the Equipment Workgroup.  They will be advised as to what items, or amount of money is available for equipment purchases.

(
The Equipment Workgroup will supply the Admin. Sec. with a list of items to be purchased.  This list will include vendor name, item name/description, reference #, unit price, # units ordered, shipping charges, total price and a grand total for all items ordered.

(
The Admin. Sec. at station 10 will provide the Equipment Workgroup with PO #’s and any other required information so that equipment can be ordered/purchased.

(
The Equipment Workgroup will be responsible for checking all ordered equipment to ensure that it is in good condition, the order is complete and the charges are correct.  

(
When a given vendors order is complete and correct the Admin. Sec. at Sta 10 will be notified so that the vendors bill can be paid.

(
The Equipment Workgroup will keep a copy of all original documents.  This will include the order list, receipts, shipping information and equipment literature.

(
The Equipment Workgroup will forward a copy of the PO and invoice for all received  items to the Program Director.
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