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Order EMS Stock
Process Owner: Greg Bacon

Supply
Clerk
(SC)

Replenishment of supplies are done weekly or as needed.

p

DRAFT

SC prints (word) 
EMS Order Form 

(has all EMS 
supplies listed by 

Product ID#)

SC physically 
checks stock in 

warehouse

SC writes down the 
quantity to order 

based on inventory 
in stock and 

seasonal/special 
demands

SC gives form to 
AC to place orders

AC files 
Vendor Forms 
in Pending File

END

Administrative 
Coordinator

(AC)

Replenish 
Stock

AC prints out 
Vendor Forms as 
identified on EMS 

Order Form

AC then writes 
down quantities 
from EMS Order 
Form to Vendor 
Form and faxes 

order

Pcards are used 
for purchases.


