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PURPOSE: 

 The purpose of this procedure is to allow the user to order supplies from DynaLife. 

 

SUPPLIES: 

 DynaLife Dx Supplies Requisition Form 

 General Laboratory Order Log 

 Fax Machine 

 

PROCEDURE INSTRUCTIONS: 

 

Step Action 

Ordering DynaLife Supplies 

1 
The DynaLife order should be placed every 2 weeks.  In the event that we run out of 

something in between orders, an emergency order may be placed. 

2 

Check the inventory of DynaLife supplied items (highlighted in the following table).  Pay 

close attention to expiry dates on items to ensure that nothing will outdate before they 

can be replaced on the next order.  The quantities on this chart are minimum numbers. 

 Once we are at this number or less, it means that you will need to order more of this 

specific item. 

 

The items highlighted in yellow are items routinely ordered by our facility.  The items 

highlighted in orange tend to be ordered less frequently.  The items on the order sheet 

that have not been highlighted are not items that we order from DynaLife.  Some of 

these items are available from Materials Management. 
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3 

Once you have determined which items need to be ordered, check the quantity to be 

ordered on the following form.  These are the quantities of items we typically order at 

one time from DynaLife. 
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4 

Once you have determined which items need to be ordered and how much of each to 

order, fill out the DynaLife Supplies Requisition (SCM90210).  Ensure that a Stanton 

sticker is placed in the site field, our phone number is placed in the phone field and the 

date is placed in the date field.  Also put your name in the Contact person field. 

5 Fax this order to DynaLife Stores (Speed Dial #28). 

6 Log that you placed the order on the General Lab Order Log (SCM90000). 

7 Remember to log that the order has arrived when the supplies get here. 
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RELATED DOCUMENTS: 
 

 SCM20000 General Laboratory Order Log 

 SCM20210 DynaLife Supplies Requisition 

 

REVISION HISTORY: 
 

REVISION DATE Description of Change 
REQUESTED 

BY 

1.0 30Jun13 Initial Release B. Hussey 

1.1 15Jul14 Removed M4/M5 Media C. Russell 

    

    

    

    

    

 

 

 

 

 

 

 

 

 

 

 

 

 

  


