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 SEQ CHAPTER \h \r 1Standard Operating Procedure #1
Supply Replenishment Process
General: This SOP details the documentation process that must be followed in order for supplies to be replenished. This document does not detail the physical process of replenishing supplies. If done correctly, this process will ensure supplies are replenished in a timely manner with no stockouts.
Policy: This documentation process will be followed after every treatment in order to ensure proper supply replenishment. 

Procedure: 

I. Directly following a treatment, place all wrappers from supplies into the black wrapper collection drawer in the trauma room.
a. ALL wrappers should be kept to ensure all supplies are being replenished.
II. After the room is cleaned, collect the wrappers from the drawer. 
III. Document the used supplies on the Requisition Sheet next to the drawer.
a. If an item has a sticker, place the sticker on the Requisition Sheet.
b. If an item does not have a sticker, write the reference number/reorder number and item name on the Requisition Sheet.
IV. Throw away the supply wrappers once all used items have been documented.
V. Leave the Requisition Sheet in the room.
a. The material handler will pick up the sheet that day and replenish supplies based on the documented items.
Notes:

I. This procedure should be followed for any supply that needs to be replenished at any point in time, not just following treatment. 
a. If a staff member notices an empty box of supplies (ex. tongue depressors), the empty box can be placed in the collection drawer. The box will then be documented after the next treatment and replenished the next time the material handler replenishes supplies.
Facility: Beartooth Billings Clinic


2525 Broadway Avenue


Red Lodge, MT 59068


(406) 446-2345





Owner of Instructions: Brad Freeman





Scope: This SOP details the documentation process for replenishing supplies.
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