Policy No 37

PROCUREMENT SERVICE

PROCESS FOR ORDERING GOODS/SERVICES
In the event of System Failure 











STEP 1





Are electronic ordering systems operational?





NO – Revert to manual process 








STEP 2


Which System is not operational? 





NHS Supply Chain 





E Procurement








STEP 3





Obtain the following information from the end user








Correct transfer point and department name


Correct financial code


Full details of their requirements (item description, price, quantity, unit of issue, and name & address of supplier - if known)


Name and contact details of the requisitioner.  


Delivery Address  


 


Contact the supplier and explain the situation and ask them to the supply goods without a Purchase Order.





Place the order verbally with the supplier





Instruct the end user to place the order in e Procurement as soon as the system is back operational quoting ‘This is confirmation only’ in the body of the order.























Refer to NHSSC Emergency Procedure (on the L Drive in the Departmental Policy Folder
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