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(A) Policy Statement 

Receiving items from outside vendors shall be the responsibility of the Radiation Oncology secretaries. In the 
event of the secretaries' absence, the person receiving the order will place the packing slip in the secretaries' 
mailbox. 

(B) Purpose of Policy 

To ensure orders received are complete upon arrival. 

(C) Procedure 

1. Receive items. 

2. Compare items received with appropriate purchase requisition. 

3. Sign appropriate packing slips. 

4. Write date received and quantity of items received on copy of purchase requisition. 

5. Refile purchase requisition. 
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