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FOREWORD

The Division of Vocational Education, University of
California, is an administrative unit of the University
concerned with responsibilities for research, teacher
education, and public service in the broad area of vocational
and technical education. During 1968 the Division entered
into an agreement with the U.S. Office of Education to
prepare curricula and instructional materials for a variety
of allied health areas. For the most part such materials
are related to pre-service and in-service instruction in
programs from on-the-job instruction through Assaciate
degree programs .

This interim report is a summary of the functional

analysis for the occupational area of Health Care Facility
Purchasing. A National Technical Advisory Committee for
Purchasing provided assistance in designing a questionnaire
to identify by job titles the various persons currently
performing purchasing functions in the health care facility,
and to validate a task list appropriate to personriel in the
Purchasing occupations in health care facilities throughout
the nation.
Melvin L. Barlow, Director
Division of Vocational Education
University of California
Professor of Education, UCLA

Principal Investigator,
Allied Health Professions Projects
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SUMMARY

Objectives

1.

To determine what needs exist for the training of personnel in
purchasing for Health Care Facilities.

2. To develop an educational and training program to meet these

needs.
Procedure

l. A survey was undertaken at 29 institutions and data obtained on
frequency, supervision, and difficulty of performance in 208
task elements.

2. A questionnaire was mailed to the administrators of these
institutions to obtain further information on general
purchasing practices.

3. Analysis was made of the findings of survey and questionnaire.

4 Findings and Recommendations

1.

Most hospitals have some kind of central purchasing facility,
and commonly both centralized and decentralized purchasing
exist at the same institution.

Purchasing functions are generally performed with little or
no supervision and involve no high levels of difficulty.

Nearly every function in the field of purchasing is performed
at some time by persons other than purchasing agents.

Such diversity of policies and procedures exists that it seems
desirable to construct curricula providing flexibility to meet
the varying needs of individual health care facilities.

Instructional units should be designed to cover a circumscribed

area of tasks relating to a common function. Combinations of

such units could form general courses of instruction in educational

institutions for purchasing personnel, or could be utilized

individually by specific health care facilities for pre-service

or in-service training programs for administrators, department
heads, and other personnel.




Interim Report

A STUDY OF PURCHASING OCCUPATIONS

IN HEALTH CARE FACILITIES

I. INTRODUCTION

.

The fundamental objectives of the Allied Health Profession Projects are to
develop curricula and instructional materials for those allied health
functions that can be taught to the Associate degree level, and to develop
in-service and pre-service instructional programs for those health-related
¢ccupations for which on-the-job training may be appropriate. The initial
steps leading to the development of curricula involve the identification
and listing of all possible tasks in a specified functional area, and
verification of their performance by personnel in the occupational categories
under consideration. The present report deals with the results of a survey
of task performance in the field of purchasing, one of several facility
support services for which the development of curricula is envisioned.

Medical Facility Purchasing is a field for which there is little historical _
background of curriculum development.l The purchasing practices of many
hospitals and Extended Care Facilities are thought, however, to be a contrib-
uting factor to the current high costs of medical care. The present survey "
was conducted to determine the content of an educational curriculum for
personnel operationally responsible for purchasing in health care facilities.
It was necessary to determine (a) whether there are specific personnel at

a substantial number of health care institutions who are concerned primarily
with purchasing activities, and (b) whether occupational categories are
differentiated by performance of different purchasing functions. Non-purchas-
ing-depariment personnel have been included in the survey in order to determine
whether the kinds of functions performed by such personnel would suggest

a need for curricula designed for individuals who perform some purchasing
functions as an adjunct to their primary duties.

lThe only formal instructional program located by the Project during
a search of the literature was "The Catholic Hospital Association Hospital
Purchasing Administration Correspondence Course”, 1962, prepared by the
University of Chicago Home-Study Department for use by the Catholic Hospital
Association, St. Louis, Missouri. :




II. PROCEDURE

A. Survey Instruments

Data on institutional practices in the field of purchasing were collected
by means of a survey form listing those specific tasks which might be
performed by individuals who participate in purchasing functions. A tenta-
tive list of tasks was constructed after a survey of pertinent literature
(the principal sources consulted are listed in Appendix A). This list
was reviewed by the National Technical Advisory Committee for Purchasing
(membership is listed in Appendix B) at its May 1969 meeting.2 Revisions
and additions were made by the Committee, and the list as approved for the
survey consisted of 208 tasks grouped under fourteen major sub-headings
defining broad areas of activity. The survey form (Appendix C-4) provided
for responses on three dimensions of performance for each task: frequency
(how often do you do this task?), supervision (how much supervision do
you get for this task?), and difficulty (how difficult is this task?).
Ordinal scales, each of five steps, were provided for responses on these
dimensions, the steps being defined in the instructions to respondents
(Appendix C-2) and on the survey form.

The survey was administered by resident administrators in six metropolitan
areas. An attempt was made to select respondents who accomplished at least
some of the functions covered by the survey, as outlined in the instruc-
tions to the survey administrators (Appendix C-1). Hospital administrators
were consulted to determine which departments might provide respondents,
and the selection of the specific respondents within a department usually
was made by the department head. Since the apportionment of responsibili-
ties for various functions among different personnel varied from one in-
stitution to another, all institutions were not equally represented in the
total respondent sample. At seven of the responding institutions there

was more than one respondent from the purchasing department; at the others
there was only one, usually either a purchasing agent or a storekeeper.

The number of department head respondents varied from none at eight insti-
tutions to five at one institution, and the number of supervisor respondents
from none at eight institutions to seven at one institution.

At the time the survey was administered, each respondent also completed
a background information inventory (Appendix C-3) covering education and

2Robert R. Henrich (Mary Ellison, Ed.) Meeting Report, National
Technical Advisory Committee for Purchasing, Los Angeles, California

May 26-27, 1969. U.S.0.E. Research and Demonstration Grant 8-0627, Allied
Health Professions Projects, Division of Vocational Education, University
of California, Los Angeles, 1969.
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TABLE 1

PERCENTAGES OF RESPONDENTS FROM
FOUR TYPES OF INSTITUTIONS

Percent
Respondents by Number
O t. - l o
C;z:pzrlona Re:f's Large Medium Small
gory ’ P Hospital |Hospital | Hospital ECF

-

Purchasing Department

Purchasing Agents 13
Assistant P. A. 7
Storekeepers 10
Administrators 8
Accountants 4

Department Heads

Pharmacy 8
Dietary 10
Housekeeping 12
Nursing 3
Other 8
Supervisors
Dietary 14
Housekeeping 9
Nursing 11
Other 3
Workers 6

E Total 126
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previous experience, Additional data concerning the general purchasing
procedures at the responding institutions were collected by means of a
questionaire (Appendix D) mailed to hospital administrators after the
survey had been completed.

B. Respondent Sample

Responses to the purchaging survey were obtained from 131 individuals at 29
institutions? of which 9 were large hcspitals (200 or more beds), 2 were
medium-sized hospitals (100-199 beds), 7 were small hospitals (less than 100
beds), and 4 were Extended Care Facilities. The number of respondents varied
from one institution to another; at some institutions there were only one or
two respondents. The occupational categories represented in the respondent
sample were purchasing agent, assistant purchasing agent, storekeeper or
storeroom manager, administrator, accountant or controller, department head,
first-line supervisor and non-supervisory worker (e.g., ward clerk, food
steward) .

A receiving clerk, an invoice clerk, an accounting clerk, and two purchasing
department secretaries did not fit into any of these categories. At an early
stage of data analysis it became evident that there were substantial individ-
ual differences in patterns of task performance by personnel within each of
the eight specified occupational categories. It therefore seemed better to
exclude the data obtained from the clerks than to present descriptions based
upon single individuals whose patterns of task performance might not be
generally representative of their occupational categories. The data obtained
from the secretaries also were excluded because, while each performed some
tasks in some of the areas that were surveyed, there was not a single task

in the whole list that was performed by both secretaries. The respondent
sample accordingly was reduced to 126 cases.

The percentage distributions of respondents among different types of institu~
tions are shown in Table 1, page 5. The majority of respondents in most
occupational categories were from large or medium-sized hospitals. There
were relatively few from small hospitals, and very few from Extended Care
Facilities (ECF). The majority of administrators, however, were from small
hospitals or Extended Care Facilities. The largest numbers of respondents
were in the categories of department head and supervisor; only 23 of the
respondents were purchasing-department personnel. Most using-department
personnel were in pharmacy, dietary, housekeeping, or nursing departments;

a few were in miscellaneous other departments.

Table 2, page 7, shows the educational backgrounds of the respondents in

each occupational category. Purchasing agent is not a clearly defined pro-

; fession for which any specific standards or qualifications exist, and none of
{ the purchasing department personnel had received any kind of certification.

' The majority of purchasing agents, assistant purchasing agents and store-
keepers had at least some college education, but relatively few purchasing
agents had received any further specific training for their jobs. Only two
of the thirteen purchasing agents had previous experience in hospital

2 \ v . .
Designated by asterisk in Appendix G listing the 48 institutions
in the Selected National Sample of Health Care Facilities .

6
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purchasing departments, but seven others had previous experience either in
purchasing in other contexts or in the management of retail businesses
where some experience in purchasing might be obtained. The seven assistant
purchasing agents, on the other hand, all had some previous experience in
hospital purchasing departments in lower level positions, such as storeroom
manager or supply superintendent.

Some differences among departments in the kind of education and training
received by department heads and supervisors can be seen in Table 2. House=-
keeping department personnel tended to have less academic education than
personnel within other departments. The majority of department heads in
most departments had received certification appropriate to their fields, but
certified executive housekeepers (C.E.H.) were a minority among housekeeping
department heads.

C. Data Analysis

Assistance in the processing and reduction of survey and background infor-
mation data and in computer analysis of these data was provided by the Survey
Research Center of the University of California, ILos Angeles. Frequency
distributions were obtained for frequency, supervision and difficulty
responses to all tasks listed on the survey for each of the eight occupational
groups specified previously. The mean and mode were calculated for each
distribution in terms of the numerical scale values.

The most important aspect of performance was considered to be whether or not

a task was perforued at all, either frequently or infrequently, by respondents
in particular occupational categories. The mode was used in preference to the
mean as an indicator of frequency of performance because in many instances it
was found that the shape of a distribution was such that its mean actually
would not be representative of any respondents.

Task supervision data are not included in the present report because the
results of their analysis indicated that there were no important differences
either between tasks or between occupational categories with respect to
whether or not performance usually was supervised. Most of the tasks were
performed occasionally or rarely under supervision by a few respondents, but
not one was performed all or most of the time under supervision by as many as
half of the respondents in any occupational category who performed it.

The results of the analysis are described in the present report in terms of
three task parameters:

a. percentage of respondents who perform the task.
b. modal frequency of performance by respondents who perform the task. ?

c. mean of the difficulty ratings of the task by respondents.




III. RESULTS

A. Centralization of Purchasing

Preliminary analyses of the survey data showed that in most areas of activity
related to purchasing there were no clear divisions of responsibility for
task performance among the different occupational categories. The great
majority of tasks were performed by at least some personnel in each occupa-
tional category, and not performed by at least some other personnel in each
occupational category. While there were some areas in which tasks appeared
to be more consistently performed by personnel in certain occupational cate-
gories and not performed by personnel in othexr occupational categories, in
many areas the extent of overlap with respect to performance by personnel in
different occupational categories was considerable.

It was thought that one reason for this situation might be the existence of
variations among institutions in the degree of centralization of purchasing
functions. An attempt therefore was made to determine what the degree of
centralization of purchasing was at each of the responding institutions and
how this factor affected task performance by respondents in different oc-
cupational categories. The data obtained from the guestionnaires sent to
administrators were employed in conjunction with the survey data for this
purpose; for the six institutions from which questionnaire data were not
obtained, the extent of centralization of purchasing was inferred by examina-
tion of the patterns of task performance by the individual respondents at
those institutions.

It was evident that the institutions could not be characterized simply as
having either centralized or decentralized purchasing. Almost all of the
hospitals have some kind of central purchasing department, and only four
hospital administrators, in their responses to the questionnaire, described
their purchasing structures as decentralized rather than centralized. In
many of the hospitals, however, patterns of task performance by non-purchasing
department personnel suggest that purchasing is far from being completely
centralized.

Table 3, page 10, shows the types of purchasing structures found in the re-
sponding institutions. Only one small hospital did not have a purchasing
department or agent. None of the four Extended Care Facilities have purchas-
ing departments or agents, but at two of them at least some purchasing is done
centrally by the administrator. Hospital size does not seem to be related to
the degree of centralization of purchasing, but there is a tendency for larger
hospitals to have a purchasing staff while small hospitals have only a purchas-
ing agent who works without assistance. At a few institutions the storekeeper
or storeroom manager acts as a purchasing agent.

Table 4, page 1ll, shows the percentages of department head and supervisor
respondents from institutions at which purchasing for their departments is
centralized or decentralized. Of the total number of using department




TABLE 3

PERCENTAGE DISTRIBUTIONS OF TYPES OF PURCHASING
STRUCTURES IN DIFFERENT TYPES OF INSTITUTIONS

Percent
Institution Type (N) 1 , 3 A 5
Large 9 56 22 0 11 0
Medium 9 44 11 33 11 0
Small 7 14 57 14 0 14
ECF 4 0 0 0 0 100
1. Purchasing department consists of a purchasing agent
and one or more additional staff members.
2. Purchasing department consists of a purchasing agent
only.
3. Purchasing is done by the storekeeper.
4. Purchasing department is a department of a larger
administrative unit of which the institution is a part.
5. Purchasing is done by administrators and/or using

departments; the institution does not have a purchasing

department.

10
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TABLE 4

PERCENTAGES OF USING-DEPARTMENT HEADS AND SUPERVISORS
IN DEPARTMENTS FOR WHICH PURCHASING IS
CENTRALIZED OR DECENTRALIZED

i T _“1F
Respondents by Percent
b Occupational (M)
Category Purchasing Partly Mainly
Centralized Decentralized Decentralized
h
Department heads
Pharmacy 8 0 13 87
Dietary 10 10 20 70
Housekeeping 12 75 25 0
Nursing 3 100 0 0
Other 8 62 25 13
Supervisors ]
Dietary 14 7 14 79 /
Housekeeping 9 78 0 22 ]
Nursing 11 100 0 0
Other 3 67 0 33

11




respondents, 39% of the department heads and 38% of the supervisors are in
departments for which purchasing is done mainly by the department head.
Although none of the administrators indicated on the guestionnaire that
purchasing at their institutions was done by personnel below the level of
department head, at least a few supervisors at some institutions do engage
in purchasing activities, as indicated by their responses to the survey.

The differences between departments which may be seen in Table 4 indicate
that at most institutions it is usual that purchasing for pharmacy and
dietary departments be done by the heads of those departments, and that pur-
chasing for other departments be done by the purchasing department.

Since it seemed that the preparation and/or review of purchase orders might
serve as an approximate indicator of the extent to which individuals, partic-
ularly those in using departments, participate in purchasing functions, a
tabulation was made of the percentages of respondents in each occupational
category who perform this task. The results are shown in Table 5, page 13.
As would be expected, most purchasing agents and assistant purchasing agents
prepare and sign purchase orders. Some storekeeper respondents also perform
these duties. At two of the responding institutions, the administrators
indicated on the questionnaire that some purchasing was done by the store-
keepers, and at twec others the administrators indicated that the storekeepers
were the principal persons responsible for purchasing. It was found by exam-
ination of the individual survey forms that the 40% figure in Table 5, for
storekeepers who review and sign purchase orders, represents the respondents
from those four institutions.

Administrators and accountants usually do not prepare or sign purchase orders.
While a few administrators, particularly those at Extended Care Facilities,

do participate to some extent in purchasing, apparently purchase orders

usually are prepared by using-department personnel at those institutions which
do not have purchasing departments. It can be seen from Table 5 that many
pharmacy and dietary department heads, but relatively few other using-depart-
ment personnel, deal with purchase oxders at institutions which have purchasing
departments. Purchase orders are signed by 22% of all department head respond-
ents and 19% of all supervisor respondents; an additional 15% of department
heads and 11% of supervisors prepare but do not sign purchase orders. Where
using-department personnel have the authority to sign purchase orders, it
might be inferred that they have a major degree of responsibility for purchas-
ing. About 20% of the using-department respondents therefore might be expected
to perform most of the same functions that are performed by purchasing agents.
The expected upper limit for the number performing most functions would be
about 40%, representing the proportion who are in departments for which pur-
chasing is mainly decentralized.

Functions such as storeroom management, receiving, inventory control, and
accounting may be either centralized or decentralized in particular insti-
tutions and for particular departments within institutions. At some institu-
tions the purchasing agent may himself perform some or all of these functions;
at other institutions, he may have some general supervisory responsibilities
in the areas but may not be directly involved in performing the activities in
the areas. Some using departments may have their own storeroom facilities or
may do some or most of their own receiving or accounting. For other using

12
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PERCENTAGES OF RESPONDENTS WHO REVIEW AND
SIGN (22) OR PREPARE (21.2) PURCHASE ORDERS*

Respondents by Percent
Occupational (W) )
Category ReV1§w Prepare Neither
and Sign Only
Purchasing Department
Purchasing Agents 13 77 15 8
Assistant P. A. 7 71 29 0]
Storekeepers 10 40 0] 60
Administrators 8 13 0 87
Accountants 4 25 0] 75
“'Departmenf Heads
Pharmacy 8 |l 50 25 25
Dietary 10 40 10 50 ;
Housekeeping 12 8 8 84 f
Nursing 3 0] 0 100 ]
Other 8 0] 25 75 i
Supervisors
Dietary 14 21 14 65
Housekeeping 9 22 0 78
Nursing 111 9 9 - 82
Other 3 33 33 . 33
Workers 6 17 0] 83
*Numbers refer to specific tasks listed in Appendix c-4.
!
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TABLE 6.1

Area I-A. IDENTIFY NEEDS FOR SUPPLIES, SERVICES AND EQUIPMENT (1-3)*
Percentages Modal Fregquencies Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 50 Daily Minor decisions
Several times Select suitable
week procedure
Assistant P.A. 0
Storekeepers 30 Daily Minor decisions
Several times Select suitable
week procedure
Administrators 80 Several times Minor decisions
year
Accountants 50 Several times Select suitable
year procedure
Dept. Heads 80 Several times Select suitable
week procedure
‘ Several times
: month
Supervisors 60 Several times Minor decisions
week Select suitable
Several times procedure
month
Workers 0

by the using department and/or administration."
ents in other categories nevertheless completed these sections of the
survey and indicated that they performed the tasks in these areas, but
only one assistant purchasing agent did so.
that some assistant purchasing agents do in fact perform these tasks
but that they interpreted the instructions to mean that they should not
complete these sections of the survey form.

* On the survey form, sections I and II were designated "to be
completed by the using department" and section III "to be completed

Some of the respond-

It is possible, therefore,




departments some or all of these functions may be done by the purchasing depart-
ment, whether or not other functions related to purchasing are performed by
using-department personnel.

At present most purchasing for departments other than pharmacy and dietary is
handled by purchasing departments, and the guestionnaire responses of the
administrators indicate that in the future a tendern~y toward further centrali-
zation of purchasing can be expected in hospitals, although not in Extended
Care Facilities. Fourteen of the twenty-three administrators who replied to
the questionnaire stated that they would like to have a greater degree of
centralization of purchasing at their institutions; only five, of whom four
were Extended Care Facility administrators, did not think that centralized
purchasing was desirable for their institutions. The existence of centralized
purchasing facilities at nearly all hospitals and the suggested trend toward
increased centralization indicate a need for individuals trained in this field.

B. Task Performance by Occupational Categories

The principal findings of the survey are presented in this section in terms of
task performance in 26 areas of activity by personnel within eight occupational
categories. The tasks listed on the survey form were grouped into fourteen
principal areas designated by Roman numerals I to XIV. These designations have
been employed here with letters suffixed to indicate sub-divisions of the
original areas made for the purposes of the present analysis (e.g., I-34).

Data on the performance of the specific tasks within each area are shown in
Appendix F. The entries in Tables 6.1 to 6.26 are abstractions from Appendix
F and are intended to provide a summary description of performance of the
overall function represented in each area. Each table shows (a) the approxi-
mate percentage (in steps of 10%) of personnel who perform at least some of
the tasks in the area and who therefore may be considered to participate in
performance of the overall function, (b) the modal frequency of performance
of the function (or frequencies if a single mode represents less than half of
those who perform the function, and (c) the general level or levels of diffi-
culty of the tasks in the area. |

The parenthesized numbers in the tables and text refer to the specific tasks
which are listed in Appendix C-4 in numerical order and listed in Appendix F
in the order considered appropriate for different occupational categories.

1. Area I~A,;Identify Needs For Supplies, Services and Equipment (1-3)

Purchasing agents perform the tasks in this area with relatively high freguen-
cies; they may participate daily in budget preparation (1) and identification

of needs (2). : ~

Assistant purchasing agents did not respond to this section of the survey, but
their task performance may be similar to that of purchasing agents (cf. footnote
to Table 6.1, page 14).

Storekeepers at some institutions participate frequently in budget preparation
(1) and in identifying types of supplies and services needed (2), and occasion-
ally in establishing quality and quantity standards (3).

Administrators perform the tasks in this area, but usually do so infrequently.

15
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TABLE 6.4

Axea I~B. DETERMINE STORAGE LOCATION® AND MAINTAIN 8TOQCK LEVELE (4~6)*

Percentages Mcdal Freguencies Difificulty
Ocacupational Pexforming of Lavels of
Category _Tasks Pexformance | Tasks
Purchasing Agents 50 | Dally Minor decisions
' Several times a
week
Assistant P.A. 0
Storekeepers 40 Daily Minor decisions
Select suitable
procedure
Administrators 60 Several times a Minor decisions
year Select suitable
procedure
Accountants 50 Several times a Select suitable
month procedure
Dept. Heads 80 Daily Minor decisions
Several times a
week
Supervisors 70 Several times a Minor decisions
week
Several times a
month
Workers 0

* On the survey form, sections I and II were designated "toc be
completed by the using department" and section III "to be completed
by the using department and/or administration." Some of the respond-
ents in other categories nevertheless completed these sections of the
survey and indicated that they performed the tasks in these areas, but
only one assistant purchasing agent did so. It is possible, therefore,
that some assistant purchasing agents do in fact perfoxm these tasks
but that they interpreted the instructions to mean that they should not
complete these sections of the survey form.
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Accountants at some institutions perform the taaks in this axea sevaral times
a year.

Department heads at most institutions perforxm the tasks in this area. Thelr
frequencles of performance vary, as needs might be expected to vary smong
dlifferent departments and different inatitutions.

Supervisors perform the tasks in this area following a pattern similar to that
of departmant heads.

Workers usually do not perxform the tasks in this area, but some may occasion-
ally participate in identifying the type of supplies and szexrvices required (3).

Sunmaxry

The activities related to planning for the fulfillment of needs are performed
by various pergonnel. In some institutions, and perhaps in most, purchasing
agents engage in these activities frequently. Department heads and super-
visors perform the tasks in this area, but ugually with somewhat lesser
frequencies than purchasing agents. The relatively low frequencies of per-
formance by administrators and accountants suggest that these personnel may
participate only after preliminary planning has been carried out by purchasing
and using-department personnel. Purchasing agents and administrators may not
always be concerned with determining quality and quantity standards (3); ap-
parently using-department heads and supervisors often are primarily responsible
for this task. Performance of the tasks in this area requires at least mineor
decisions, and the selection of suitable procedures.

2. Area I-B. Determine Storage Locations and Maintain Stock Levels (4-6)

Purchasing agents perform the tasks in this area with relatively high fre-
quencies, as often as daily. They participate in determining storage location
and levels (4), but usually are not concerned with details of storeroom
arrangements (4.2).

Assistant purchasing agents did not respond to this section of the survey, but
their task performance may be similar to that of purchasing agents (cf. foot-
note to Table 6.1).

Storekeepers at some institutions perform the tasks iIn this area daily. They
may determine storage locations within the storeroom (4.2), but usually do

not participate in determining storage unit locations (4.1).

Administrators at some institutions participate in determining storage loca-
tions and levels (4) several times a year, but are not directly concerned with
maintenance of stock levels (5-6).

Accountants usually are not concerned with storage locations and stock levels
(4-5), but at some institutions they process orders to £ill unanticipated
needs (6) several times a month.

Department heads at most institutions perform the tasks in this area. Fre-
quencies of performance vary, probably with individual departments and
institutions. Some department heads may participate in determining only
storage unit locations (4.1), and others in determining only arrangements
within the storeroom (4.2).

Supervisors at most institutions perform the tasks in this area following a
pattern similar to that of department heads.

Workers usually do not perform the tasks in this area, although a few may
occasionally submit requisitions to maintain stock levels (5.).
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TABLE 6.3

Area II. PREPARE STANDARD REQUISITION FOR PURCHASING AND/OR STOREE (7-8)*

Percentages Medal Frequencies Difficulty
Qccupational Paxforming of Levels of
Category Tasks Performance _Tasks
Purchasing Agents 40 Daily Minor decisions
Agsistant P.A. 0
Storekeepers 30 Several times a Minor decisions
week Select suitable
procedure
Administrators 0
Accountants 0
Department Heads 70 Several times a Routine procedurs
week Minor decisions
Several times a
month
Supervisors 80 Several times a Minor decisions
week
Several times a
month
Workers 80 Several times a Minor decisions
week Select suitable
Several times a procedure
month

* On the survey form, sections I and II were designated "to be
completed by the using department" and section III "to be completed
by the using department and/or administration." Some of the respond-
ents in other categories nevertheless completed these sections of the
survey and indicated that they performed the tasks in these areas, but
only one assistant purchasing agent did so. It is possible, therefore,
that some assistant purchasing agents do in fact perform these tasks
but that they interpreted the instructions to mean that they should not
complete these sections of the survey form.
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Purchasing agents, administrators, and uslng-department personnel all may
participate in determining storage locatione (4-4.2). Purchasing agents are
mors likely to be concerned enly with unit locations (4.1) rather than with
locations within the storeroom (4.2): the latter usually are deternined by
storakespars or using-department heads and supervisors. Aduinistrators also

may participate in these activities, but usually only infrequently. Both
purchasing~department and uslng-department personnel maintain stock levels

(5) and £fill unanticipated needs (6), but adminiatrators do not perform these
tasks. Performance of the tasks in this area generally involves minox decisions.

3. Area II. Prepare Standard Requisition For Purchasing and/Or Stores (7-8)

Purchasing agents perform the tasks in this area with relatively hiqh frequencies,
as often as daily.

Assistant purchasing agents did not respond to this section of the survey, but
their performance may be similar to that of purchasing agents (cf. footnote

to Table 6.1, page 14).

Storekeepers at some institutions perform the tasks in this area, but usually
less frequently than purchasing agents do.

Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at most institutions perform the tasks in this area. A few
department heads prepare requisitions daily, but most do so several times a
week or several times a month. Variations in frequencies of performance may
be expected, since certain departments may use greater proportions of consum-
able supplies and, therefore, need to make requisitions more frequently than
do other departments. Some department heads may prepare reguisitions only

for standard expendable supplies, since a number of those who perform the
tasks in this area do not enter justifications for items that are not stand-
ard expendable supplies (7.6).

Supervisors at most institutions perform the tasks in this area following a
pattern similar to that of department heads.

Workers at most institutions perform the tasks in this area, but probably they
prepare requisitions only for standard expendable supplies. They usually do
not enter justifications for items that are not standard expendable supplies
(7.6). This task element is considered by using -department personnel to be
slightly more difficult than other elements in the area, and apparently it is
performed, when necessary, by department heads or supervisors rather than by
lower-level personnel.

Summary

Standard requisitions are prepared frequently by purchasing agents in at least
some institutions, and with varying frequencies by storekeepers at some insti-
tutions and by department heads, supervisors and workers at most institutions.
Some department heads and supervisors apparently are authorized to requisition
only standard expendable supplies, and workers usually do not prepare requisi-
tions for items other than standard expendable supplies. Some items (7.1,
7.2) on a requisition form are routine; other items and forwarding of the

form to the approving authority (8) may require minor decisions.
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TABLE 6.4

Area III. REVIEW REQUISITION AND FORWARD TO PURCHASING OR 8TORES (9-10,.32)*

Percentages Modal Frequencies Difficulty
Oooupational Performing of Level of
_Category 7 Tasks _Performances | Tagks
Purchasing Agents 40 Dally Minor decisions
Assistant P.A, 0
Storekeepers : 20 Several times a Routine procedure
week Minor decisions
Several times a
month
Administrators 50 Several times a Minor decisions
week
Several times a
] month
Accountants 0
Department Heads 50 Several times a Minor decisions
week
Several times a
month
Supervisors 50 Several times a Minor decisions
month Select suitable
Several times a procedure
yvear
Workers 30 Several times a Minor decisions
week Select suitable
Several times a procedure
month

* On the survey form, sections I and II were designated "to be
completed by the using department" and section III "to be completed
by the using department and/or administration". Some of the respond-
ents in other categories nevertheless completed these sections of the
survey and indicated that they performed the tasks in these areas, but
only one assistant purchasing agent did so. It is possible, therefore,
that some assistant purchasing agents do in fact perform these tasks
but that they interpreted the instructions to mean that they should not
complete these sections of the survey form.
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4. Area III. Review Requisition And Foxward To Purchasing Or Stores (9-10.32)

Purchasing agents recelve and review requisitions daily. They usually have
authority to approve most requisltions received, but must occasionally seek
approval of requislitions from higher authority (10.2,10.24,10.25). Purchasing
agents check with the regquisitioning department to juestify requisitions when
necessary (10.21), and regularly determine price/cost (10.22).

Agaistant purchaging agents did not respond to this section of the survey, but
thelr performance may be similar to that of purchasing agentg (cf. footnote to
Table 6.1).

8torekespargs at some institutions review and approve requisitions.
Adminigtrators at some institutions review and approve requisitions, usually
gaveral times a week or seaveral times a month. At other institutions perform-
ance of these tasks apparently is the responsibility of elther the purchasing
or using departments, but the adminigtrators make determinationsg of price/
cost (10,22) for at least some reguisitlons.

Accountants do not perform the taske in this area.

Department heads perform the taske in this area when purchasing for their
departments 1s at least partly decentralized. Thelr frequencies of performance
tand, on the average, to be lower than the fregquencies of performance of the
tasks by purchasing agents. About half of the department heads who receive
and review requisitiong also forward requisitions to superior purchasing
authority for approval (10.2).

Supervisors perform the tasks in this area when purchasing for their depart-
ments is at least partly decentralized, following a pattern similar to that

of department heads.

Workers at some institutions receive requisitions for review, but usually do
not check budgetary information on the requisitions (10.11, 10.21-10.23) and
may do little more than forward them to higher authority for approval (10.2).

Summary

The initial review and approval of requisitions is carried out frequently by
purchasing agents, and somewhat less frequently by administrators and using-
department personnel at some institutions. Approximately 40-50% of department
heads and supervisors review and approve requisitions(10.13), substantially
less than the percentage who prepare requisitions (Area III, Table 6.3).
Probably most of these using-department personnel are in pharmacy or dietary
departments, for which purchasing in most institutions tends to be mainly
decentralized. In other using departments, the responsibilities of personnel
in the area of purchasing may not extend beyond the preparation of requisitions
which then are forwarded to the purchasing department in some institutions or
to the administrator in other institutions for review and approval. Most of
the tasks in this area involve minor decisions; forwarding of the requisition
to superior authority (10.12),justification of the requisition (10.24), and
its consideration for final approval (10.25) may require selection of suitable
procedures.

5. Area IV. Edit Requisition And Approve For Purchase (11-15)
Purchasing agents perform the tasks in this area daily. Editing of requisitions

for approval authority (12.4) and value analyses of requisitions (14) are done
less frequently. All purchasing agents do not number requisitions and assign
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TABLE 6.5

Area 1V. EDIT REQUISITION AND APPROVE FOR PURCHASE (ll-15)
Percentages | Modal Frequencies Difficulty
Ocoupational Performing of Levels of
Category Tasks _Performance Tagks
Purchasing Agents 90 Daily Minor decisions
Asgistant P.A. 100 Daily Minor decisions
Several times a
week
Storekeepers 60 Daily Rountine procedure
Minor decisions
Administrators 30 Several times a Minor decisions
week
Several times a
month
Accountants 0
Department Heads 30 Several times a Minor decisions
week Select suitable
Several times a procedure
month
Supervisors 20 Several times a Minor decisions
month Select suitable
Several times a procedure
year
Workers 0
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them to buyers (13).

Assistant purchaging agents perform the tasks in this area daily or several
times a week, following a pattern similar to that of purchasing agents.
Storekeepers at many ingtitutions do some editing of requisitions daily, but
usually do not edit for budgetary information (12.1), and do not approve for
purchase (15).

Administrators at some institutionsg approve requisitions (15) several times a
weak or several times a month, but do not always edit them in detail (12-12.5),
and usually do not asgign them to buyers (13) ¢or value analyze them (14).
Accountants do not perform tliege tasks.

Department heads may edit and approve requisitions when purchasing for their
departments is decentralized. While they approve requisitions daily or
several times a week, they may edit requisitions only several times a month
or several times a vyear.

Supervisors may perform the tasks in this area when purchasing for their
departments ls decentralized, following a pattern similar to that of depart-
ment heads.

Workers do not perform the tasks in this area.

Summarz

Final editing and approval of requisitions at most institutions usually are
the responsibility of the purchasing agents and/or assistant purchasing
agents, who perform these tasks daily. At a number of institutions store-
keepers edit requisitions, but usually do not approve them for purchase. At
some institutions, department heads and supervisors perform these tasks when
purchasing for their departments is decentralized,; but at other institutions
they may carry out only the initial review of requisitions (Area III) and
forward them to either the purchasing departments or administrators for final
approval. Purchasing-department personnel consider the tasks in this area to
Yequire only minor decisions, but using-department personnel consider them to
involve selection of suitable procedures.

6. Area V-A. Pre-determine Sources Of Supply (16-16.5)

Purchasing agents pre-determine sources of supply for small orders (16.2)daily,
but for emergency purchases (16.3) and immediate needs (16.4) less frequently.
Assistant purchasing agents perform the tasks in this area following a pattern
similar to that of purchasing agents.

Storekeepers at some institutions perform the tasks in this area, but usually
less frequently than do purchasing agents.

Administrators at some institutions perform the tasks in this area, but usually
not more frequently then several times a month.

Accountants do not perform the tasks in this area.

Department heads perform tne tasks in this when purchasing for their departments
is decentralized, but their frequency of performance tends to be less than that
of purchasing agents.

Supervisors at some institutions may occasionally perform the tasks in this area
when purchasing for their departments is decentralized, but it appears to be N
more usual for activities in this area to be the responsibility of department 3
heads.

Workers do not perform the tasks in this area.

23




TABLE 6.6

Area V-A. DETERMINE SOURCES OF SUPPLY AMONG CURRENT SUPPLIERS (16~16.5)
Percentages Modal Frequencies | Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 90 Daily Minor decisions
Select suitable
procedure
Assistant P.A. 100 Daily Minor decisions
Several times a Select suitable
week procedure
Storekeepers 60 Daily Minor decisions
Several times a
week
Administrators 50 Several times a Minor decisions
month
Several times a
year
Accountants 0
Department Heads 40 Several times a Select suitable
month procedure
Several times a
year
Supervisors 20 Several times a Minor decisions
month Select suitable
Several times a procedure
year
Workers 0
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TABLE 6.7

Area V-B. EVALUATE PRODUCTS OF POTENTIAL SUPPLIERS AND SELECT QUALIFIED
POTENTIAL SUPPLIERS (17-17.6)
Percentages | Modal Frequencies Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 90 Several times a Minor decisions
week Select suitable
Several times a procedure
month
Assistant P.A. 90 Several times a Minor decisions
week _ Select suitable
Several times a procedure
month
Storekeepers 40 Daily ‘ Minor decisions
Several times a Select suitable
week procedure
Administrators 40 Several times a Minor decisions
month
Several times a
year
Accountants 0
Department Heads 40 Several times a Select suitable
month procedure
Several times a
year
Supervisors 20 Several times a Minor decisions
year Select suitable
procedure
Workers 0
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Summary

Purchasing agents and assistant purchasing agents at most institutions fre-
quently pre-determine sources of supply. Storekeepers in some institutions
and department heads in departments for which purchasing is decentralized
perform these tasks, but usually less frequently. Administrators pre-
determine sources of supply at some institutions, probably usually at smaller
institutions which do not have purchasing departments. Pre-determination of
sources for traveling purchasing regquisitions (16.5) is done by only a
minority of purchasing agents and by very few administrators and using-depart-
ment personnel. Most tasks in this area are considered by purchasing agents
to involve no more than minor decisions, except for vendor selection and
product evaluation to meet immediate needs (16.4), which may involve selection
of suitable procedures. Department heads, however, consider most of the tasks
to involve selection of suitable procedures.

7. Area V-B. Evaluate Products Of Potential Suppliers And Select Qualified
Potential Suppliers (17-17.6)

Purchasing agents consider vendors with whom a supplier relationship already
exists (17.3) and select gualified suppliers (17.6) with relatively greater
frequencies than they consider reference materials (17.1), consult with
others, (17.2, 17.4, 17.5) or evaluate products (17.21-17.23).

Assistant purchasing agents perform the tasks in this area following a pattern
similar to that of purchasing agents.

Storekeepers at some institutions perform the tasks in this area following a
pattern generally similar to that of purchasing agents, except that they
usually do not consult with local professional organizations (17.5).
Administrators at some institutions select qualified suppliers (17.6) several
times a month or several times a year by considering reference material (17.1)
and considering vendors with whom a supplier relationship already exists
(17.3), but usually they do not evaluate products (17.21-17.23) or consult
with other departments or organizations (17.4, 17.5).

Accountants do not perform the tasks in this area.

Department heads perform the tasks in this area several times a month or
several times a year when purchasing for their departments is decentralized.
Supervisors at a few institutions may occasionally perform the tasks in this
area when purchasing for their departments is decentralized, but it appears
to be more usual for activities in this area to be the responsibility of
department heads. |

Workers do not perform the tasks in this area.

St:nmmarg

Evaluation of products and selection of suppliers is done on the average
several times a month by purchasing agents and assistant purchasing agents,
and by department heads in departments for which purchasing is decentralized.
Storekeepers at some institutions perform these tasks. While administrators
at a number of institutions select suppliers, they usually do not evaluate
products. Performance requires at least minor decisions, and most of the
tasks involve selection of suitable procedures.




TABLE 6.8

Area V-C. EVALUATE CAPABILITIES OF SELECTED POTENTIAL SUPPLIERS (18-18.5)

Percentages Modal Frequencies | Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agent 100 Several times a Minor decisions
month Select suitable
Several times a procedure
~ year
Assistant P.A. 90 Several times a Minor decisions
year Select suitable
procedure
{i Storekeepers 20 Several times a Routine procedure
| year Minor decisions
i
} Administrators 30 Several times a Routine procedure
| year Minor decisions
‘ Accountants 0
b Department Heads 30 Several times a Minor decisions
month Select suitable
: Several times a procedure
¥ year
Supervisors 20 Several times a Minor decisions
month Select suitable
: Several times a procedure
¥ year
' Workers 0
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8. Area V-C. Evaluate Capabilities Of Selected Potential Suppliers (18-18.5)

Purchasing agents evaluate at least some aspects of supplier capability,
usually several times a month or several times a year; but they do not con-
sistently evaluate all specific aspects, such ag technical capabllity,
financial capability, etc. (18.1-~18.5).

Asgigtant purchasing agents perform the tasks in this area, usually several
times a month or several times a year. The percentages performing each
specific task in the area (cf. Appendix F-l) suggest that assistant purchasing
agents may be more congistent than purchasing agents in evaluating all or
most specific aspects of capability.

Storekeepers at some institutions occasionally may perform some evaluation of
suppliers, but usually they do not make evaluations in terms of specific
capabllities.

Admninistrators at some insgtitutions may evaluate guppliers several times a
year, but do not consistently make evaluations in terms of specific capabili-
ties,

Accountants do not perform the tasks in this area.

Department heads evaluate suppliers, usually several times a month or several
times a year, when purchasing for their departments is decentralized, but
they do not consistently evaluate all specific aspects of capability.
Supervisors at some institutions perform the taske in this area several times
a month or several times a year when purchasing for their departments is de-
centralized; at other institutions respongibility for evaluation of suppliexs
may not extend below the level of department head.

Workersg do not perform the tasks in this area.

Summagx

Evaluation of supplierxs mainly is done by purchasing agents and assistant
purchasing agents, but not at frequent intervalas. Department heads in
departments for which purchasing is decentralized, and administrators at

some institutions, perform some kinds of avaluations, but do not consistently
evaluate all aspects of supplier capability. The tasks in this area ganerally
involve selection of suitable procedures.

9. Area V-D. Obtain Buying Information From Potential Suppliers (19-19.3)

Purchasing agents perform the tasks in this area at least several timesz a
year, and at some institutions more frequently. A large majority make usze

of both published price lists (19.1) and competitive bidding (19.2), and

most negotiate prices (19.3) several times a year when the formexr procedures
are impractical, Most alzo employ set criteria for use of competitive bidding
(19.21-19.24) .

Agsistant purchasing agents perform the tasks in thig area several times a
month or several times a year, following a pattern similar to that of purchag-
ing agents.

Storekeepers at some institutions perform the tasks in this area, but they
make use more frequently of published price liste (19.1) than of competitive
bids (19.2) or negotiation (19.3). .
Administratorg at some institutions perform the tasks in this area several
times a year, but relatively few consistently employ set criteria for the

use of competitive bidding (19,21-19.24).
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TABLE 6.9
Area V-D. OBTAIN BUYING INFORMATION FROM POTENTIAL SUPPLIERS (19-19.3)
Percentages Modal Frequencies | Difficulty
Qccupational Performing of Level of
Category Tasks Performance Tasks
Purchasing Agents 100 Several times a Minor decisions
month Select suitable
Several times a procedure
vear
Asgistant P.A. 90 Several times a Minor decisions
month Select suitable
Several times a procedure
year
Storekeepers 20 Several times a Minor decisions
month
Several times a
year
Administrators 30 Several times a Minor decisions
month
Several times a
year
Accountants 0
Department Heads 40 Several times a Minor decisions 1
year Select suitable 1
procedure
Supervisgors 30 ‘ Several times a Minor decisions
year Select suitable
procedure
Workers 0
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Accountants do not perform the tasks in this area.
Department heads perform the tasks in this area several times a year when
purchasing for their departments iz decentralized. Their pattern of task
performance is more or less gimilar to that of purchasing agents.
Supervisors obtain buying intormation from published price lists (19.l1) when
purchasing for thelr departments is decentralized, but most do not use com-
petitive bids (19.2) or negotiate prices (19.3).

Workers do not perform the tasks in this area.

Summarz

Buying information is obtained by purchasing agents and assistant purchasing
agents at relatively infrequent intervals. Storekeepers at some institutions
obtain information from publighed price lists, but usually do not obtain bids
or engage in price negotiations. Administrators at some institutions and
department heads in departments for which purchasing is decentralized perform
the tasks in this area at relatively infrequent intervals. Some supervisors
obtain price information from published price lists, but when hids or negotia-
tiong are employed by using departments they usually are the responsibility
of department heads rather than supervisors. The tasks in this area are
considered by purchasing agents and administrators to involve minor decisions,
but department heads tend to consider them as having a slightly higher level
of difficulty.

10. Area V~E. Complete Requigition (20-20.7)

Purchasing agents perform the tasks in this area daily, with the exceptions
of modifying the quantity of items ordered (20.3) and entering special
specifications (20.6), which would not have to be done on all requisitions.
Asgistant purchasing agents perform the tasks in this area daily, following
a pattern similar to that of purchasing agents.

Storekeepers at some institutions perform the tasks in this area daily or
several times a week, following a pattern similar to that of purchasing
agents.

Administratorg do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at some institutions perform the tasks in this area with
varying frequencies when purchasing for their departments is decentralized.
Relatively few, however, enter price and shipment specifications (20.5) or
any special specifications (20.6) on the requisgitions which they complete.
Relatively few department headg forward the requisitions to the purchase
oxder preparation desk (20.7), which suggests that most of the department
heads who complete requigitions are ones who themselves prepare purchase
oxders,

Supervigors at some insgtitutions perform the tagks in this area with varying
frequencles, following a pattern similar to that of department heads, when
purchasing for their departments is decentralized.

Workexrs do not perform the tasks in this area.

Completion of reguisitions iz done mainly by purchasing agents and assistant
purchasing agents, who perform the activities daily in most institutions.
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TABLE 6.

10

Area V-E. COMPLETE REQUISITION (20~20.7)
Percentages Modal Frequencies Difficulty
Occupational Performing of Level of
Category Tasks Performance Tasks
Purchasing Agents 80 Daily Routine procedure
Minor decisions
Assistant P.A. 90 Daily Routine procedure
Several times a Minor decisions
week
Storekeepers 30 Daily Routine procedure
Minor decisions
Adninistrators 0
Accountants 0
Department Heads 20 Daily
Several times a Minor decisions
week
Supervisors 20 Several times a Minor decisions
week Select suitable
Several times a procedure
month
Workers 0
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At some institutions requisitions are completed by storekeepers. Department
heads and supervisors may complete requisitions with varying frequencies

when purchasing for their departments is decentralized, but perhaps only

when it is decentralized to such an extent that purchase orders are prepared
by using-department personnel. At some institutions purchasing may be

partly decentralized for particular departments, but completion of requisi-
tions and preparation of purchaze orders still may be done by the purchasing
departments, The tasks in this area generally are considered by purchasing
agents either to be routine or to involve minor decisions. Using-department
personnel, however, congider all the tasks to involve at least minor decisions.

ll. Area VI. Prepare Purchase Order (21-23)

Purchasing agents perform the tasks in this area daily, although there are a
few items (21.22, 21.24, 21.28, 21.29) which some agents do not enter on the
order forms. The majority of purchasing agents do not return the requisition
to the buyer when the information on it is insufficient (21.1), and those who
do so usually do this no more frequently than several times a month. Possibly
in most purchasing departments any insufficiencies in the requisitions are
resolved before the stage of preparation of purchase orders is reached.
Assistant purchasing agents perform the tasks in this area daily, following a
pattern that is similar to that of purchasing agents, except that relatively
more assistant purchasing agents enter the expected date of delivery (21.24)
and conditions or terms of purchase (21.29).

Storekeepers at most institutions check requisitions for sufficiency of in-
formation (21) daily, and may return requisitions to the buyers when the
information is insufficient (21.1). They complete the preparation of purchase
oxders (21.2-23), however, only at some of these institutions. _
Administrators at some institutions occasionally may check requisitions for
sufficiency of information (21), but they do not perform the other tasks in
the area of purchase order preparation.

Accountants do not perform the tasks in this area.

Department heads at some institutions perform the tasks in this area with
varying frequencies when purchasing for their departments is decentralized;
their task performance follows a pattern similar to that of purchasing agents.
Supervisors at some institutions perform the tasks in this area with varying
frequencies when purchasing for their departments is decentralized; their
task performance follows a pattern similar to that of purchasing agents.
Workers do not perform the tasks in this area.

Summarx

Preparation of purchase orders is done mainly by purchasing agents and assist-
ant purchasing agents, usually daily. At some institutions storekeepers
prepare purchase orders daily. Purchase orders also are prepared, but not
always as frequently as daily, by department heads and supervisors in
departments for which purchasing is decentralized. Most commonly these are
pharmacy and dietary departments (cf. Table 5, page 13), although personnel
in these departments do not prepare purchase orders at all institutions.
Purchasing-department personnel consider the tasks either to be routine or

to involve no more than minor decisions. Using-department personnel consider
them to be somewhat more difficult, supervisors in particular judging many of
the task elements to require selection of suitable procedures.
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TABLE 6.11

Area VI. PREPARE PURCHASE ORDER (21-23)
Percentages Modal Frequencies Difficulty
Occupational Performing of Level of
Category Tasks Performance Tasks
Purchasing Agents 80 Daily Routine procedure
Minor decisions
Assistant P.A. 90 Daily Routine procedure
Minor decisions
Storekeepers 40 Daily Routine procedure
Minor decisions
Administrators 0
Accountants 0
Department Heads 30 Daily Minor decisions
Several times a
week
Supervisors 30 Several times a Minor decisions
week Select suitable
Several times a procedure
month
Workers 0
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12. Area VII. Check and Expedite Open Purchase Orders (24-26)

Purchasing agents check and expedite open purchase orders (24) usually daily
or several times a week and check with the using department to deterxmine the
criticality of the shipments (25) when necessary. Most purchasing agents
take appropriate measures to expedite delayed shipments (26) daily or several
times a week.

Assistant purchasing agents perform the tasks in this area following a pat-
tern similar to that of purchasing agents.

Storekeepers at some institutions perform the tasks in this but usually less
frequently than purchasing agents do.

Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at some institutions perform the tasks in this area, usually
several times a week or several times a month, when purchasing for their
departments is decentralized.

Supervisors at some institutions perform several times a year when purchasing
for their departments is decentralized. Aall do not, however, take appropriate
measures to expedite delayed shipments (26); probably a department head more
often takes responsibility for this task when it becomes necessary.

Workers do not perform the tasks in this area.

Summary

Purchasing agents and assistant purchasing agents freguently follow up and
expedite open purchase orders; they consider the tasks to be either routine
or to involve no more than minor decisions. Storekeepers at some institu-
tions and using-department heads and supervisors in some departments for
which purchasing is decentralized perform these tasks, but usually less
frequently than purchasing agents. Using-department personnel consider that
the tasks involve at least minor decisions and may require selection of
suitable procedures.

13. Area VIII-A. Receive And File Receiving Copies Of Purchase Orders (27-27.1)

Purchasing agents at most institutions perform the tasks in this area daily;

at some institutions receiving is done by a separate receiving department,

in which case the purchasing agent does not perform these tasks.

Assistant purchasing agents at some institutions receive copies of purchase

orders (27) with varying frequencies, but most do not file them by name of

vendor and order number (27.1).

Storekeepers perform the tasks in this area daily.

Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at some institutions receive purchase orders (27) daily or

several times a week when receiving for departments is decentralized. Most

of those who receive purchase orders, however, do not file them by name of

vendor and order number (27.1).

Supervisors at some institutions receive purchase orders (27) with varying

frequencies when receiving for their departments is decentralized, but all {
of those who receive purchase orders do not file them by name of vendor and ]
order number. (27.1) "
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TABLE 6.12

Area VII. CHECK AND EXPEDITE OPEN PURCHASE ORDERS (24-26)
Percentages Modal Frequencies Difficulty
Occupational Performing of Level of
Category Tasks Performance Tasks
Purchasing Agents 90 Daily Routine procedure
Several times a Minor decisions
week
Assistant P.A. 90 Daily Minor decisions
Several times a
week
Storekeepers 50 Daily Minor decisions
Several times a
week
Administrators 0
Accountants 0
Department Heads 30 Several times a Minor decisions
month Select suitable
procedure
Supervisors 20 Several times a Minor decisions
month
Several times a
yeaxr
Workers 0
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Area VIII-A

RECEIVE

TABLE 6.13

AND FILE RECEIVING COPIES OF PURCHASE ORDERS (27-27.1)

Percentages Modal Frequencies Difficulty
Occupational Performing of ' Levels of
Category Tasks Performance ° Tasks
Purchasing Agents 70 Daily Routine proceddre
Minor decisions
Assistant P.A. 40 Several times a Routine procedure
week :
Several times a
month '
Storekeepers 80 Daily Routine procedure
Minor decisions
Administrators 0
Accountants 0
Department Heads 30 Daily Minor decisions
Several times a
week
Supervisors 20 Several times a Minor decisions
week -
Several times a
month
Workers 30 Daily Minor decisions
Several times a '
week
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TABLE 6.14
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Area VIII-B RECEIVE MATERIALS DELIVERED BY VENDORS (28-29.5)
Percentages Modal Frequencies Difficulty
Occupational Performing of Level of
Category Tasks Performance Tasks
Purchasing Agents 60 Daily Routine procedure
' Minor decisions
Assistant P.A. 30 Several times a Routine procedure
week
Several times a
month
Storekeepers 80 Daily Routine procedure
Minor decisions
Administrators 0
Accountants 0
Department Heads 20 Several times a Routine procedure
week Minor decisions
Several times a
month
Supervisors 20 Several times a Minor decisions
week :
Several times a
month
Workers 0
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Workers at some institutions may perform the tasks in this area with varying
frequencies when receiving for their departments is decentralized.

Summarz

Receiving copies of purchase orders are received and filed daily by store-
keepers at most institutions, and by purchasing agents at institutions

where receiving is centralized as a function of the purchasing department.
These tasks are performed with somewhat lower freguencies by using-department -
personnel when receiving for their departments is decentralized. Purchasing
department personnel consider the tasks in this area to be routine; using-
department personnel consider them to involve minor decisions.

1l4. Area VIII-B. Receive Materialsg Delivered By Vendors (28-29.5)

Purchasing agents at many institutions perform most of the tasks in this area
daily; but at institutions where receiving is done by a separate receiving
department, the purchasing agents do not perform these tasks. About half of
those who perform the activities in this area participate in the work of un-
loading containers from the carrier's wvehicle (29.2).

Assistant purchasing agents at some institutions perform the tasks in this area
usually only several times a week or several times a month.

Storekeepers perform the tasks in this area daily.

Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at some institutions perform the tasks in this area several
times a week or several times a month when receiving for their departments

is decentralized. Relatively few department heads compare the receiving copy
of the purchase order with the carrier's manifest (29.1); and relatively few
participate in unloading of containers from the carrier's vehicle (29.2),
Supervisors at some institutions perform the tasks .in this area several times
a week or several times a month when receiving for their departments is de-
centralized. They compare the receiving copy of the purchase order with the
carrier's manifest (29.1), but most do not participate in unloading of con-
tainers from the carrier's vehicle (29.2).

Workers do not perform the tasks in this area.

Summary

Shipments are received and checked daily by storekeepers at most institutions

and by purchasing agents at institutions where receiving is centralized as a

function of the purchasing department. These tasks are performed with varying

frequencies by using-department heads and supervisors when receiving for

their departments is decentralized. Storekeepers usually participate in the

unloading of containers (29.2); other personnel usually do not. Most of the j
tasks in this area are routine, and none require anything more than minor =
decisions. %)

15. Area VIII-C. Inspect Materials Delivered By Vendors (30-31)
Purchasing agents perform the tasks in this area daily at institutions where

they are not done by a separate receiving department. They process claims
(30.31) several times a year, and may, when necessary, request assistance
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TABLE 6.15

month

Area VIII-C INSPECT MATERIALS DELIVERED BY VENDORS (30-31)
| Percentages Modal Frequencies |Difficulty
Occupational Performing of Level of
Category Tasks Performance Tasks
Purchasing Agents 60 Daily Routine procedure
Minor decisions
Assistant P.A. 30 Several times Routine procedure
week
Several times
month
Storekeepers 80 Daily Routine prccedure
Minor decisions
Ndministrators 30 Several times Routine procedure
year Minor decisions
Accountants 0
Department Heads 40 Daily Routine procedure
Several times Minor decisions
week
Supervisors 30 Several times Minor decisions
week
Several times
month
Workers 30 Several times Routine procedure|
week Minor decisions
Several times




TABLE 6.16

Area VIII-D DELIVER MATERIALS TO E8TOREF

M OR USING DEPARTMENTS (32-33.2)

Pexcantages Modal Frejuencies | Difficulty
Qooupational Parforming of Levels of
cakegory _Iasks Performance . Tasks
Purchasging Agents 60 Daily Routine procedure
Minor decisions
Agglstant P.A. 30 Sevaral times a Routine procedure
waak Minor decisions
Sevaral tines a
_month
8torekeseapers 80 Daily Routine procedure
| Minor decisions
Administrators 0
Acao'intants 0
Department Heads 20 Several times a Routine procedure
waek Minor decisions
Several times a
month
Supervisors 20 Several times a Minor decisions

weeaek
Several times a
month

Workers




from requisitioning departmants (30.411) to verify that correct items have
been shipped.

Agsistant purchasing agents at scwe Instlitutions psxfoxrm the taska in this
area, but on ths average less freguently than purchasing agents do.
gtorekeapers paxform the tasks in thle area dally, following a pattern
gimilar te that of purchasing agents.

Administrators usually do not perform most of the tasks in this ares, but at
gone Institutions they process claime (30,31).

Accountants do not perform the tasks in this area.

Department heads perform the tasks in this arsa with varving frequencies
when receiving for thelr departments is decentralized, At some institutions
where most of the receiving functioneg are centralized, department heads may
unpack materiale (30, 30.l1), chack their condition (30.3), and verify that
correct ltems and quantities have been shipped (30.41, 30.42) without
necagsarlly performing the other tasks in this area. Processing of claims
(30,31) and completing and routing of receiving reports (31) in particular
probably are done only by the heads of departments for which purchasing and
recelving are decentralized.

Supervigors perform the tasks in this area with varying frequencies when
racelving for their departments is decentralized. Thelr pattern of task
performance tends to be similar to that of department heads.

Workers at some institutions may unpack and check materials (30, 30.3, 30.4,
30.41), but usually they do noti. perform most of the tasks in this area.

Summaxy

Materials are unpacked and inspected dailly by storekeepers at most institu-
tions, and by purchasing agents at institutions where receiving is centralized
ag a function of the purchasing department. Using-department heads and
supervisors perform these tasks with varying frequencies when receiving for
their departments is decentralized; they may, at some institutions, perform
some of the tasks in this area when receiving for their departments is
centralized. While administrators usually do not participate in unpacking
and inspecting materials, at some institutions they take responsibility for
processing claims (30.31). The tasks in this area generally are considered
by purchasing agents to be routine, although storekeepers consider processing
of claims (30.31) to involve minor decisions. Using-department personnel
tend to rate the tasks as a little more difficult; supervisors in particular
consider many of the tasks to involve minor decisions.

16. Area VIII-D. Deliver Materials To Storeroom Or Using Departments (32-33.2)

Purchasing agents perform the tasks in this area daily at institutions where
the activities are not done by a separate receiving department. All of those
who make deliveries of materials (22), however, do not follow the practice of
obtaining the recipient's signature to verify deliwvery (3Z.l1l). Some purchas-
ing agents leave verification of services to the requisitioning department
(33.1) rather than performing this task themselves (33).

Assistant purchasing agents at some institutions deliver materials (32) but
usually 4o not perform the other tasks in this area.
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TABLE 8.17

Area IX-A. RETURN MATERIALS TO VENDORES (34-34.9)
Pexrcentages Modal Frequencies Difficulty
Oocupational rex forming of Levels of
_Category Tasks Performance Tagks
Purchasing Agents 80 Sevaeral times a Routine procedure
month Minor decisions
Several times a
i year
Assistant P.A. 50 Several times a Routine procedure
year Minor decisions
Storekeepers 70 Several times a Minoxr decisions
month
Several times a
veaxr
Administrators 0
Accountants 0
Department Heads 20 Several times a Routine procedure
month Minor decisions
Several times a
year
Supervisors 10 Several times a Minor decisions
month
Several times a
year
Workers 0
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Storekespers deliver matexials (32, 32.1) daily; some, but not all of thoss
who deliver materials, verlfy services and route recelving documents

(33"’331 2} "

Administrators usually do not perform the tasks in this area, although scome
may occaslonally verify services redeived (33).

Aocountants do not perform the tasks in this area.

Department heads perform tha tasks in this area several timss a waek ox
several times a month whan receiving for thelr departments is decentralized.
Supervisors perfoxm the tasks in thiz area several times a week or several
times a month when receiving for their departments iz decentralized.

Workers deo not perform the tasks in this area,

gummary

Materials are delivered to storeroocmg or using~departments dally by store-~
keepers at most Ilnstitutlions and by purchasing agents at institutions where
recelving is centralized as a function of the purchasing department. Using-
department heads and swpervisors perform these tasks with varying frequencies
when recelving for thelr departments is decentralized. Most personnel con-
gider these activitles to involve minor decisicns, although purchasing agents
congider that delivery of materials and verification of services (32, 32.1,33)
are only routine.

17. Area IX—~A. Re :urn Materials To Vendoxr: (34-34.9)

Purchasing agents perform the tasks in this area several times a month or
several times a year. At institutions which have a separate receiving
department, however, the receiving department may handle the routing of
documents and the shipping of materials (34.41 - 34.9), and the activities

of the purchasing agent may be confined mainly to detexmining the disposition
of materials and preparing covering documents (34~34.4).

Assistant purchasing agents at most institutions perform at least some of the
tasks in this area; their pattern of task performance tends to be similar to
that of purchasing agents, except that relatively more assistant purchasing
agents perform the tasks of advising using departments of steps to be taken
(34.5) and holding or routing materials to shipping (34.51, 34.52).
Storekeepers at most institutions perform the tasks in this area several times
a month or several times a year.

Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

'Department heads at some institutions notify purchasing of materials to be re-
turned (34,34.1), but relatively few participate further in arranging the
return of the materials (34.2 - 34.8).

Supervisors at some institutions may notify purchasing of materials to be
returned (34, 34.1), but relatively few participate further in arranging the
return of the materials (34.2 - 34.8).

Workers do not perform the tasks in this area.

Summarz

The return of materials to vendors, usually no more frequently than several
times a month, usually is handled by purchasing-department personnel. The
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TABLE 6.18

Arsa IX-B. PROCESS OTHER OUTGOING SHIPMENTS (35-35,8)
Percentages Modal Frequencies Difficulty
Occupational Pexforming of Levels of
_Categoxy Tagks Performance Tagks
Purchasing Agents 50 Several times a Minor decisions
week
Several times a
month
Asslstant P.A. 30 Several times a Minor decisions
week
Several times a
month
Storekeepers 60 Several times a Minor decisions
month
Several times a
year
Administrators 0
Accountants 0
Department Heads 0
Supervisors 10 Several times a Minor decisions
year
Workers 0
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tagks in this area are performed by purchasing agents and by storekeeperz at
mogt institutions. Relativaly few using-department peracnnael, even in
departments for which purchaging and/or receiving may be decentralized, per-
form these tasks. The tasks generally are either routlne or reguire no nore
than minor decisiona.

18, Area IX-B Process Other Outgoing Shipments (35-35.8)

Purchasing agents perform the tasks in this area, usually ssveral times a
month or several times a year, at insgtitutions whare they are not performed
by a separate receiving department.

Asgistant purchasing agents usually do not perform the tagks Iln this area.
At some institutlons, howsver, they may determine appropriate handling of
shipments (35.2), prepare covering documents (35.3), and notify using
departments of steps to take (35.4).

gtorekespers at many institutions perform most of the tasks in this area
gseveral times a month or several times a year.

Adminlstrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads do not perform the tasks in this area; they may notify
purchasing of goods to be shipped (35.1), but usually they do not partici-
pate further in the preparation of shipments.

Supervisorg do not perform the tasks in this area.

Workers do not perform the tasks in this area.

Sunmary

Processing of other outgoing shipments, like the return of materials to
vendors (Area XVII) is done by purchasing agents and storekeepers at infre-
quent intervals. Very few using-department personnel ever participate in
the activities in this area. The tasks involve minor decisions.

19. Area X~A. Fill Storeroom Stock Requisitions (36-36.5)

Purchasing agents at many institutions perform the tasks in this area daily.
All of those who fill stock requisitions and deliver materials to users,
however, do not follow the practice of obtaining the recipient's signature
for deliveries (36.41).

Assistant purchasing agents at scme institutions perform the tasks in this
area daily or several times a week.

Storekeepers perform the tasks in this area daily. Like purchasing agents,
however, some do not obtain the recipient's signature for deliveries (36.41).
Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads may perform the tasks in this area daily or several times a
week when storeroom facilities for their departments are decentralized.
Supervisors may perform the tasks in this area daily or several times a week
when storeroom facilities for their departments are desentralized.

Workers do not perform these tasks.

Summary

Storekeepers perform the tasks in this area daily. At many institutions,
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TABLE 6.19

Axea X-A, FILL STOREROOM STOCK REQUISITIONS (36-36.5)

Percentages Modal Frequencies Difficulty
Ocoupatiional Pexforming of Levels of
cBL8JOLY. i Tasks Performance Tasgks

Purchasing Agents 60 Daily Routine procedure
Minor decisions
Asgistant P.A. 30 Several times a Routine procedure
week_
Storekeepers 100 Daily Routine procedure
Minor decisions
W
Administrators 0
Accountants 0
Department Heads 20 Daily Routine procedure
Several times a Minor decisions
week
Supervisors ' 10 Daily Minor decisions
Several times a Select suitable
week procedure

Workers 0




TABLE 6.20

Area X-B. SERVICE STOREROOM REPLACEMENT CARTS (37-37.4)
Percentages Modal Frequencies Difficulty
Ocoupational Performing of Levels of
_Category Tasks Performance ‘ Tasks
Purchasing Agents 60 Daily | Minor decisions
Select suitable
procedure
Agsistant P.A. 0
Storekeepers 40 Daily Routine procedure
Several times a Minor decisions
week
| Administrators 0
Accountants 0
Department Heads 10 Several times a Routine procedure
week Minor decisions
% Supervisors 10 Several times a Minor decisions
5 week
| Workers 0
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however, central storerooms apparently are under the direct management of the
purchasing agents, who fill requisitions and make deliveries of materials
daily. Using-department heads and supervisors may perform these tasks as
often az daily when storeroom facllities for their departments are decentral-
ized. The tasks in this area are congidered by most personnel either to

be routine or to require only minor decisions.

20. Area X-B. Service Storeroom Replacement Carts

Purchasing Agents usually do not handle the replacement carts (37.1, 27.3),
but do prepare requisitions daily or several times a week to charge depart—
ments for what has been used (37.2), and route the requisitions to inventory
control (37.4) if inventory control is not a function of the purchasing
departnent.

Asgistant purchasing agents do not perform the tasks in this area.
Storekeepers at some institutions perform the tasks in this area daily or
several times a week.

Administrators do not perform tasks in thig area.

Accountantsg do not perform the tasks in this area.

Department heads usually do not perform the tasks in this area, but at a few
institutions they may do so daily or several times a week when storeroom
facilities for their departments are decentralized.

Supervisors usually do not perform the tasks in this area, but at a few
institutions they may do so daily or several times a week when storeroom
facilities for their departments are decentralized.

Workers do not perform the tasks in this area.

Summarz

Servicing of replacement carts, where they are used, probably is done mainly
by storekeepers. Preparation and routing of requisitions to charge depart-
ments for items used (37.2, 37.4) is done daily or several times a week by
purchasing agents, and by storekeepers at some institutions. Depairtment
heads and supervisors at a few institutions perform these tasks. The tasks
either are routine or require only minor decisions.

2l. Area XI-A Process Storeroom Stock Receiving Reports (38-39.3)

Purchasing agents at many institutions perform the tasks in this area daily.
Assistant purchasing agents at some institutions perform the tasks in this
area several times a week.

Storekeepers at most institutions perform the tasks in this area daily.
Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at few institutions perform the tasks in this area daily or
several times a week, but usually do not forward receiving reports to
purchasing (39, 3).

Supervisors at few institutions perform the tasks in this area daily or
several times a week.

Workers at some institutions perform the tasks in this area several times

a week or several times a month, but do not forward receiving reports to
purchasing (39.3).
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TABLE 6.21

Area XI-A PROCESS STOREROOM STOCK RECEIVING REPORTS (38-39.3)

Percentages Modal Frequencies | Difficulty
Occupational Performing of Levels of
Category Tasks Per formance Tasks
Purchasing Agents 60 Daily Routine procedure

Minor decisions

Assistant P.A. 40 Several times a Routine procedure
week Minor decisions
Storekeepers f 70 Daily Routine procedure

Minor decisions

Administrators 0

Accountants 0

Department Heads 10 Daily Routine procedure

Several times a Minor decisions

week

Supervisors 10 Several times a Routine procedure
week Minoxr decisions

Workers 30 Several times a Routine procedure
week Minor decisions

Several times

month




Summagz

Processing of storeroom stock receiving reports is done daily by storekeepers,
and by purchasing agents at those institutions where the storerooms are

under their direct management. Only small percentages of using-department
heads and supervisors perform these tasks. The tasks either are routine or
require only minor decisions.

22, Area XI-B. DProcess Storeroom Stock Requisitions (40-40.4)

Purchasing agents at many institutions perform the tasks in this area daily.
Assistant purchasing agents at some institutions bring the balance of charges
up to date (40.3), but usually do not enter information into the system
(40.1, 40.2) or forward requisitions to the actcounting department (40.4).
Storekeepers at most institutions perform the tasks in this area daily.
Administrators do not perform the tasks in this area.

Accountants do not perform the tasks in this area.

Department heads at a few institutions perform the tasks in this area several
times a week or several times a month.

Supervisors at a few institutions perform the tasks in this area, usually
several times a week.

Workers do not perform the tasks in this area.

Summary

Storeroom stock requisitions are processed daily by storekeepers and by
purchasing agents at institutions where the storerooms are under their direct
management. The processing of requisitions for inventory control is done by
relatively few using-department heads or supervisors, even when storeroom
facilities for their departments are decentralized. The tasks either are
routine or require only minor decisions.

23. Area XII-A. Receive Vendor Invoices And Collate Them With Other
Documents (41-41.513)

Purchasing agents at most institutions perform the tasks in this area daily.
Assistant purchasing agents at some institutions receive documents (41-41.3)
daily or several times a week, but collate them and take steps to locate
missing documents (41.4-41.513) less £frequently.

Storekeepers at a few institutions perform the tasks in this area daily.
Administrators at some institutions receive invoices (41.2, 41.3) daily or
several times a week, but they usually do not receive copies of the issued
purchase orxders (41.1) or collate the documents (41.4-41.513).

Accountants receive and collate documents (41-41.4) daily; they may need to
take steps regarding missing documents (41.51-41.513) only several times a
month.

Department heads at a few institutions perform the tasks in this area with
varying frequencies when accounting for their departments is decventralized.
Some department heads may receive vendors' invoices {41.2) without collating
them with other documents (41.4-41.513).

Supervisors at a few institutions perform the tasks in this area with varying
frequencies when accounting for their departments is decentralized. Some may
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TABLE 6.22

- “LeA?

Area XI-B PROCESS STOREROOM STOCK REQUISITIONS (40-40.4)
Percentages Modal Frequencies | Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 60 Daily Routine procedure
Minor decisions
Assistant P.A. 30 Several times a Routine procedure
week Minor decisions
Storekeepers 60 Daily Routine procedure
Administrators 0
Accountants 0
Department Heads 10 Several times a Routine procedure
week Minor decisions
Several times a
month
Supervisors 10 Several times a Minor decisions
week
Workers 0




TABLE 6.23

Area XII-A. RECEIVE VENDOR INVOICES AND COLLATE THEM WITH OTHER DCCUMENTS
(41-41.513)
Percentages Modal Frequencies Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 70 Daily Routine procedure
Minor decisgions
Assistant P.A. 30 Several times a Routine procedure
week ‘ Minor decisions
Storekeepers 20 Daily Routine procedure
Minor decisions
Administrators 50 Daily Routine procedure
Several times a
week
Accountants 70 Daily Routine procedure
Minor decisions
Department Heads 10 Several times a Routine procedure
week Minor decisions
Several times a
month.
Supervisors 10 Several times a Minor decisions
week
Workers 0]
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recelve purchase orxders (4l.l) and/or vendors' invoices (41.2) without col-
lating them with other dccuments (41.4-41,513).
Workers do not perform the tasks in this area.

sSummaxy

Collation of vendor invoices with other documents usually is done daily by
purchasing agents and accountants, although at a few institutions the
activities in this area may be performed by storekeepers. While administra-
tors and using-department heads and supervisors at some institutions may
receive invoices, they usually do not perform most of the tasks invelved in
collating them. Tasks involving the receipt of documents (41.1-41.3) are
considered by most personnel to be routing, and those involving cellation of
documents (41.4-41.513) to reqguire minor decisions.

24, Area XII-B. Check Involces Against Purchase Orders And Receiving Reports,
And Process Invoices For Payment (42-46.3)

Purchasing agents check invoices (42-42.5) and process them for payment

(46, 46.1) daily; most, but not all, also approve them for payment (46.2,
46.3). They notify accounts payable of proper action after resolution of
discrepancies (43), and forward corrected documents to accounts payable (45);
they notify inventory control of corxrections to be made (44.1, 44.11) if
inventory control is not a functicn performed by the purchasing agent himself.
Assistant purchasing agents at some institutions may check vendor invoices
(42-42.,4) several times a week, but usually do not process and approve them
for payment (46-46.3).

Storekeepers at a few institutions perform the tasks in this area daily or
several times a week. Those storekeepers who check invoices also process
and approve them for payment.

Administrators at some institutions perform most of the tasks in this area,
several times a week. Some may refer to purchasing for resolution of dis-
crepancies (43); others do not. They may notify accounts payable (44), but
not inventory control (44.1, 44.11), of action to be taken after resolution
of discrepancies.

Accountants check (42-42.5) and review (46,46.1) invoices daily, but usually
do not approve them for payment (46.2). They usually refer discrepancies to
purchasing (43) several times a month or several times a year.

Department heads at some institutions check invoices (42-42.5) several times
a week or several times a month, and most, but not all, of those who do so
also process and approve invoices for payment (46-46.2). Some of these
department heads refer discrepancies to purchasing (43), but they do not
notify inventory control of corrections to be made (44.1, 44.11).

Supervisors at some institutions check invoices (42-42.5) several times a
week or several times a month; a few also process and approve invoices for
payment (46-46.2).

Workers do not perform the tasks in this area.

Summarz

Final processing of invoices for payment is done daily by purchasing agents
and accountants, and at some institutions by administrators. At a few
institutions these tasks are performed by storekeepers. Scme using-
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TABLE 6.24

AND PROCESS INVOICES FOR PAYMENT (42~46.3)

Area XII-B, CHECK INVOICES AGAINST PURCHASE ORDERS AND RECEIVING REPORTS,

Percentages Modal Frequencies Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 80 Daily Routine procedure
Minor decisions
Assistant P.A. 30 Several times a Routine procedure
week Minor decisions
Storekeepers 20 Daily Routine procedure
Several times a
week
Administrators 50 Several times a Routine procedure
week Minor decisions
Accountants 70 Daily Minor decisions
Select suitable
procedure
Department Heads 20 Several times a Routine procedure
week Minor decisions
Several times a
month
Supervisors 20 Several. times a Minor decisions
week Select suitable
Several times a procedure
month
Workers 0

54




L]

TABLE 6.25

Axea XIII. MAINTAIN COMPLETE PURCHASING RECORDS (47-47.45)
| Percentages| Modal Ficqguencies Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 70 Daily Routine procedure
Minor decisions
Assistant P.A. 60 Daily Routine procedure
Minor decisions
Storekeepers 20 Daily
Administrators 30 Several times a Routine procedure
year Minor decisions
Accountants 0
Department Heads 10 Several times a Routine procedure
week Minor decisions
Several times a
month
Supervisors 20 Several times a Minor decisions
week
Several times a
month
Workexrs 0




department heads and supervisors check invoices against purchase orxders and
recelying reports, and some of these complete the processing of invoices,.
while others apparently forward them to the purchasing departments or admlnf
istrators for final processing. Checking invoices and resolving discrepancies
(42-44.11) are considered by most personnel to involve minor decisions; final
review and approval (45-46.3} are considered by administrators to be only
routine, but by accountants to involve selection of procedures.

25. Area XIII. Maintain Complete Purchasing Records (47-47.45)

Purchasing agents maintain files on purchasing transactions (47-47.34) and
correspondence (47.41) daily, and on vendor catalogues (47.45) daily or
several times a week. Some, but not all, also maintain files on market
surveys (47.42), budget data (47.43) and special projects (47.44) several
times a year. Some employ a log book in which information is entered by
purchase oxder numbers (47.3); others do not.

Assistant purchasing agents at most institutions perform at least some of the
tasks in this area. Most, however, do not perform all tasks in the area.
Storekeepers at a few institutions maintain some files on purchasing trans-
actions, but do not perform all the tasks in this area.

Administrators usually do not perform most of the tasks in this area, al-
though a few maintain files several times a year on some matters related to
purchasing (47.4-47.45).

Accountants do not perform the tasks in this area.

Department heads at a few institutions perform the tasks in this area with
varying frequencies when purchasing for their departments is decentralized
Some may maintain files on matters related to purchasing (47.4-47.45) without
maintaining files on all individual transactions (47-47.34).

Supervisors at a few institutions perform the tasks in this area with varying
frequencies when purchasing for their departments is decentralized.

Workers do not perform the tasks in this area.

Summarx

Complete purchasing records are maintained daily by purchasing agents and
assistant purchasing agents. At a few institutions, storekeepers and
administrators may maintain some records cn matters related to purchasing.
Some using-department heads and supervisors maintain purchasing records
when purchasing for their departments is decentralized. The tasks in this
area either are routine or require only minor decisions.

26. Area XIV. Dispose of Surplus Materials (48-53)

Purchasing agents at most institutions dispose of surplus materials several
times a year. Only about half of these, however, fcollow special procedures
for the disposal of hazardous materials (51.1).

Assistant purchasing agents at some institutions perform the tasks in this
area several times a year.

Storekeepers at some institutions perform the tasks in this area several times
a year. '

Administrators at some institutions perform some of the tasks in this area
several times a year.
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TABLE 6.26

Area XIV DISPOSE OF SURPLUS MATERIALS (48-53)
Percentages Modal Frequencies Difficulty
Occupational Performing of Levels of
Category Tasks Performance Tasks
Purchasing Agents 60 Several times Minor decisions
a year
Assistant P. A. 30 Several times Routine procedure
a year Minor decisions
Storekeepers 20 Several times Routine procedurq
a year Minor decisions
Administrators 30 Several times Minor decisions
a year
Accountants 0
Department Heads 20 Several times Routine procedurd
a year Minor decisions
Supervisors 10 Several times Minor decisions
a month
Several times
a year
Workers 0
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Accountants do not perfosm the tasks in this area.

Department heads at some institutions determine the disposition of surplus
materials and carry out the digposal (48-51.1), but relatively few of these
complete the financial arrangements (52.1, 52.2) and authorize the release
of the materials (52.3).

Supervisors usually do nct perform the tasks in this area.

Workers do not perform the tasks in this area.

Summary

The tasks involved in disposal of surplus materials are performed several
times a year, usually by purchasing agents but at a few institutions by
storekeepers or by administrators. At a few institutions, using-department
heads perform some of these tasks, but usually leave completion of financial
arrangements and authorization of the release of materials to higherx
authority. The tasks in this area generally involve minor decisions.
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IV. DISCUSSION

The survey questionnaire results indicate that almost all hospitals have
purchasing departments and some degree of centralization of purchasing.

It is usual, however, for pharmacy and dietary department heads to do much
of the purchasing for their departments even where purchasing for other
using departments is done by a purchasing department. The purchasing
department at smaller institutions often, but not always, consists of only
a purchasing agent who performs some functions which at larger institutions
may be performed by lower level personnel within the purchasing department.
At Extended Care Facilities, which usually do not have purchasing depart-
ments, some purchasing functions may be performed centrally by adminis-
trators and others by using-department personnel.

There seems tc be no generally consistent division of responsibility for
different functions in the purchasing area between purchasing-department
persomnel and using-department personnel. In many areas of activity,
task performance appears to be determined more by specific institutional
and/or departmental requirements than by the occupaticnal classifications
of the personnel who carry out the /.ctivities.

It is possible to distinguish some areas of activity in which nearly all
storekeepers are involved, and certain areas related to accounting in
which most accountants are involved. Most of the activities in these
areas, however, also are performed by some using-department heads and
supervisors. The latter, when they are responsible for purchasing, tend
to perform many of the same activities as purchasing agents.

The supervision and difficulty data obtained from the survey provide rela-
tively little information of value for curriculum construction. There

were no evident distinctions between occupational categories concerning
extent to which personnel tended to be supervised in the performance of
their tasks. 1In general, it can be said that all purchasing functions

are performed with little or no direct supervision from higher authorities,
no matter who performs them at particular institutions. The majority of
tasks are regarded by those who perform them as either routine or requiring
only minor decisions, and arc not judged to require anything more difficult
than the selection of suitable procedures. Even in those few areas in
which a substantial number of tasks involve the selection of suitable
procedures, this level of difficulty would seem not so high as to make the
tasks inappropriate for performance by any of the occupational categories,
except perhaps workers.

Considerable qualifications of the survey results are required if they are
to determine specific tasks for inclusion in a given instructional unit.
From an examiration of Appendix F, it can be seen that in most areas there
are variations in the percentages of personnel performing the individual
tasks. In several areas such variations for some occupational categories
are rather large. Many tasks which are performed by relatively few res-
pondents in an occupational category, however, are complementary to other
tasks performed by higher percentages of respondents; often it is difficult

59




to see any reason why some respondents should not perform all related
tasks. It may be necessary to make a distinction between tasks pexrformed
and tasks that ought to be performed. The survey can provide information
only about the former, but it is important that the latter should not be
excluded from an instructional unit on no other evidence than performance
by relatively low numbers of personnel. Freqguencies of performance of
tasks also are not very meaningful without consideration of the nature of
the tasks. Some tasks may be essential but their performance is required
only at infrequent intervals.

The trends in task performance for what appear to be the major occupational
groupings are discussed below.

Purchasing agent, assistant pufchasing agent, (and storekeeper)

It would appear from the results of this survey that the job of an assis-
tant purchasing agent is very similar to that of a purchasing agent.
Rlthough in a subordinate position, an assistant purchasing agent seems
usually to carry out most of the same activities as a purchasing agent.
There are no general functions and few if any specific tasks that either
are performed only by purchasing agents and not by assistant purchasing
ayents or are always delegated to assistant purchasing agents rather than
being performed by purchasing agents. While some task performance differ-
ences between purchasing agents and assistant purchasing agents appear in
the survey results, these may be more indicative of differences between
larger and smaller purchasing departments than of functional differences
between the jobs of purchasing agent and assistant purchasing agent. At
some institutions purchasing agents are assisted by a staff; at others
they have no staff. When a purchasing department is large enough to in-
clude an assistant purchasing agent, it is likely also to include other
lower level personnel who may perform some of the tasks which in smaller
departments are performed by the purchasing agent. Five of the seven
assistant purchasing agent respondents in this survey were in departments
whose personnel included secretaries and/or clerks. It is possible,
therefore, that the observed percentages and/or frequencies of performance
of some tasks are higher for purchasing agents than for assistant purchasing
agents because relatively more purchasing agents work without secretarial
or clerical assistance.

At most institutions, the activities of a storekeeper tend to be limited
to areas concerned with receiving and storage. A few storekeepers, how-
ever, have much more extensive responsibilities in the field of purchasing,
and occupy a position that is virtually equivalent to that of a purchasing
agent. The activities of these individuals, together with assistant pur-
chasing agents, can best be described in terms of the functions performed
by purchasing agents.

The basic core of a purchasing agent's job consists of completing the
processing of requisitions, evaluating products and suppliers, and prepar-
ing purchase orders ( areas IV=-VIX). These functions are performed with
high frequencies by almost all purchasing agents, assistant purczhasing
agents, and storekeepers who act as purchasing agents. Most, but rot all,
purchasing agents, maintain complete purchasing records (area XIII) and
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dispose of surplus materials (area XIV). The determination of needs and
preparation of requisitions (areas I-III) are functions which purchasing
agents may perform for their own departments as users of supplies (e.g.,
stationery, office equipment). Purchasing agents also may participate
with administrators and using-department personnel in determining needs
for other departmentg.

Receiving (areas VIII-IX), storage (areas X-XI) and processing of invoices
(areas XII) are areas in which many purchasing agents either exercise

some general supervision or themselves perform the activities. At some
institutions, one or another of these functions may be performed by other
personnel, but at others they may be part of a purchasing agent's duties,
particularly at institutions where purchasing is a one-man operation.
Relatively fewer assistant purchasing agents perform these functions, since
institutions at which the position of assistant purchasing agent exists

are more apt to have separate departments or divisions whose personnel
perform them.

Storekeeper

The activities of a storekeeper, unless his position really is more that

of a purchasing agent than simply a storekeeper, usually are confined to
receiving and stornge functions (areas VIII-YI). Storekeepers typically
receive, inspect and deliver materials (area VIII), fill stock regquisitions
(area X~A), and process receiving reports and stock requisitions (area XI)
daily. Most storekeepers also handle the return of materials to vendors
(area IX-A) and process other outgoing shipments (area IX-B}, but at
relatively infrequent intervals. At institutions where storeroom replace=-
ment carts are used, their servicing (area X-B) may be one of the respon-
sibilities of the storekeeper. |

Outside those areas Adirectly concerned with receiving and storage, store-
keepers may do some editing of requisitions submitted by using departments
(area IV) and may determine sources of supply among current suppliers
(area V-A). Other purchasing functions generally are not performed by
storekeepers. ' '

Administrator

At some smaller institutions, administrators may carry out some purchasing
activities, but they do not perform all, or even most, of the functions
which typically are performed by a purchasing agent. The activities of

an administrator at most larger institutions probably are confined mainly
to determining overall institutional needs (area I). The majority of the
respondents perform this function, but they tend to do sc¢ less frequently
than other personnel, which may indicate that they participate mainly at
more advanced stages of planning. -

Most of the administrators in the respondent sample were at small hospitals
and Extended Care Facilities (cf. Table 1, page 5 ), and the survey results,
therefore, are mainly descriptive of performance by administrators at the
kinds of institutions which are most numerous and at which administrators
are most likely to be involved in purchasing. The principal functions
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which administrators at these institutions perform are determining needs
(area I), reviewing requisitions prepared by users (area III), giving

final approval to requisitions (area IV), and processing of vendor invoices
after purchasing transactions have been completed (area XII). Some admin-
istrators also may evaluate and select suppliers (area V), inspect materizls
delivered by vendors (area VIII-C), maintain purchasing records (area
XIII), and dispose of surplus materials (area XIV). Except for the last,
however, they tend to perform these functiong much less frequently than

a purchasing agent would do. Those who participate most extensively in
purchasing activities are the administrators at Bxtended Care Facilities,
which typically do not have any other centralized purchasing agency.

Even at institutions where administrators act as their own purchasing
agents, however, many functions that normally would be performed by a
purchasing agent apparently are left to using-department personnel to
perform.

Accountants

The only purchasing function regularly performed by accountants is the
final processing of vendor invoices (area XII). They usually do not,
however, have authority to approve the invoices for payment. Accountants
also may occasionally participate in determination of needs and budget
preparation (area I), but typically they do not perform any other functions
related to purchasing.

Using department head, supervisor, worker

The extent to which using-department personnel participate in purchasing
activities varies with the kind of department. Purchasing for pharmacy
and dietary departments tends to be decentralized at most institutions,
regardless of an institution's size or the size of its purchasing
department. Purchasing for other departments tends to be centralized,
except perhaps at some small institutions that do not have purchasing
departments.

Most department heads and supervisors, but not workers, determine depart-
mental needs (area I), and using-department personnel at all levels »nre-
pare reguisitions (area II). Some department heads and supervisors also
review requisitions (area III). Personnel in departments for which pur-
chasing is centralized usually do not perform any further purchasing
functions. In departments for which purchasing is decentralized, however,
department heads and supervisors may carry out more or less the same
activities as purchasing agents, although less frequently since they are
serving the needs of only a single department. Non-supervisory workers,

"~ on the other hand, usually have little to do with purchasing functions
apart from the preparation of requisitions.

The functions which comprise the core of a purchasing agent's job (area
IV-VII) are performed by approximately 30-40% of department head respon-
dents and 20-30% of supervisor respondents, most of whom are in pharmacy
or dietary departments. . Except for the inspection of materials delivered
by vendors (area VIII-C), smaller percentages perform functions in the
areas of receiving (areas VIII-IX), storage (areas X-XI), and processing
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of invoices (area XII). Departments may be served by central facilities
in one or more of these areas even .when other purchasing functions are
decentralized.
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V. RECOMMENDATIONS AND CONCLUSIONS

The survey results suggest that certain approaches to curriculum development
would be inappropriate. While almost all hospiltals have purchasing depart-
ments and some degree of centralization of purchasing, pharmacy and dietary

department heads often perform many purchasing functions for their departments.

In some smaller hcosgpitals and in Extended Care Facilities, which usually
do not have purchasing departments, some purchasing functions may be performed
by administrators, and others by using~department personnel. The lack of
conformity among institutions and departments, therefore, might preclude
development of any one general purchasing curriculum that would suit the
needs of all personnel who engage in purchasing activities. The xesults do
show, however, (Table 3, Page 10), the presence of personnel in health

care facilities whose major areas of responsibility are purchasing.

When purchasing functions are shared between purchasing-department personnel
and using-department personnel, there seems to be no generally consistent
division of responsibility according to occupational classifications.

In many areas of activity, task performance appears to be determined more

by specific ingtitutional preferences or requirements than by the
occupational titles of the personnel involved. Occupational classifications,
thus, would not serve as a definitive guide to the construction of curricula.

Curricula in the field of purchasing might best be constructed by

developing instructional units, each of which would cover a circumscribed
area of tasks that relate to a common function. The 26 areas into which
tasks were grouped for this report (cf. Section III. Results) were intended
to serve as first approximations of the subject matter for such instructional
units.

These units would provide flexibility in the composition of curricula to
meet the varied needs of different health care institutions. It would
be possible to combine units to form general courses of instruction that
could be taught at levels up to that of Associate degree for purchasing
personnel, and also to select individual units that specific institutions
might require for pre-service or in-service training programs for
administration department heads and other personnel.

The effective use of modular curriculum for training medical facility
personnel in purchasing activities should assist in curbing the rise

in medical care costs, whether or not the individual's primary assignment
is purchasing.
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APPENDIX A

SOURCES FOR PURCHASING TASK LIST

Alford, L.P., and Borgs, John R., Production handbook. New York:
Ronald, 1951.

Goldthorpe, John C. (Assistant Administrator, St. Joseph's Hospital
of Burbank, Burbank, California). Miscellaneous purchasing
procedure and policy material, and personal conversation.

Lamar, Lee, Jr., and Dobler, Donald W. Purchasing and materials
management. New York: McGraw-Hill, 1965.
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Nusser, Richard (Director of Purchasing, Cedars-Sinai Medical Center,
‘ Los Angeles, California). Personal conversation.

Sacred Heart Hospital, Spokane, Washington. Purchasing department
procedure manual.

United Hospital Fund of New York. The procurement cycle: requisition
and purchasing systems. New York, 1968.

Veterans Administration, Los Angeles, California. Supply procedures.

Westing, J.H., and Pine, I.V. Industrial purchasing, 2nd edition. New
York: Wiley, 196l.

"The Catholic Hospital Association Hospital Purchasing Administration
Correspondence Course", St. Louis, Missouri, 1962.
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APPENDIX B

NATIONAL TECHNICAL ADVISORY COMMITTEE FOR PURCHASING

Mr. Samuel White (Chairman) a
Director of Purchasing and Supply Services
American Hospital Association

Chicago, Illinois

Mr. Edward A. Behrman

Coordinator, Center for Hospital Continuing Education
St. Louis University

St. Louis, Missouri

Mr. John C. Goldthorpe

Assistant Administrator

St. Joseph's Hospital o
Burbank, California

Dz. Lamar Lee

Professor of Purchasing
Stanford University
Palo Alto, California

Mr. Kenneth A. Weydert

Material Manager, Purchasing Department
University of California

Los Angeles, California

Dr. Harold E. Fearon

Professor of Management

Arizona State University 3
Tempe, Arizona ?
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LPPENDIX C-1

INSTRUCTIONS TO SURVEY ADMINISTRATOR

The Purchasing Questionnaire is possibly one of the most complicated
surveys that you will have to handle because the entire hospital or nursing
staff may be involved with the Purchasing Function. Therefore, the
instructions are presented twice. The first section analyzes the major
Roman numeral headings of the task list by individual, and the second
section presents those individuals who might complete the survey and lists
what sections they might accomplish.

EXPLANATION BY TASK HEADING
I Identify and Verify the Need.
A. The hospital administrator
B. Two department heads (dietary, housekeeping, nursing, 2 out of 3)
C. e non-supervisory individual who reports to one of the
department heads selected in B, above.

II Prepare the Requisition

A. A department head who prepares requisitions

B. A first line supervisor who prepares requisitions

C. An individual in a department who prepares requisitions

III Approve the Requisition and forward to purchasing or stores.

A. The administrator who approves requisitions

B. A department head who approves requisitions (suggest any
from I,B.)

C. A first line supervisor who approves requisitions if
appropriate. (Note: in some cases there will be no one at

this level who approves requisitions.)




IV  Review Purchasing Requisition

A. Centralized purchasing. (Note: under a centralized
purchasing program the purchasing department may
accomplish Task List functions IV through XIV except
for the Accounts Payable portion of XII, Process
Vendor Invoice; therefore, select the correct indivi-
dual frsm the purchasing department) .

B. In a decentralized purchasing operation every department
will probably accomplish section IV through XIV.
Therefore, select the appropriate person in dietary,

housekeeping, and nursing.

V  Determine source of supply

A. Centralized Purchasing~--select individual or individuals

in Purchasing department .

Decentralized Purchasing—--select the individual or in-

o

dividuals in the dietary, housekeeping, and nursing
nursing department who accomplishes this task.
VI Place the Order

A. Centralized Purchasing--select individual or individuals
from Purchasing department .

B. Decentralized Purchasing--select the individual or in-
dividuals in housekeeping, nursing, and dietary who
accomplish this function. A

VII  Follow up and Expedite the Order ;

A. Centralized Purchasing--select the individual or

68 1




Appendix C-1
Page three

individuals in purchasing department who accomplish this
task.

B. Decentralized Purchasing--select the individual or
individuals in housekeeping, dietary, and nursing who
accomplish this task or g oup of tasks.

VIII Receive and Inspect Materials and Services |
A. Centralized--the individual or individuals in either the
stores or receiving function or purchasing function who
accomplish this for the total hospital.

B. Decentralized--the individual or individuals in house-

keeping, dietary, and nursing who accomplish this function.

(Note: it may be possible to have decentralized purchasing
aﬁ& still have a centralized receiving program) .
IX Return to Vendor and Outgoing Shipments
A. Centralized Purchasing--individual or individuals in
purchasing and/or stores or receiving function who
accomplish this task.

B. Decentralized Purchasing--the individual or individuals in

housekeeping, dietary, and nursing who accomplish this
task for the decentralized program,
X 1Issue Storeroom Stock Requisitions
A. Centralized Purchasing--the individual or individuals in

the storeroom (purchasing department) who handle this

E function
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Page four

B. Decentralized Purchasing--the individual or individuals in
the housekeeping, dietary, and nursing department who
accomplish this function. (Note: again, there may be an
example of decentralized purchasing. However, you may
have a centralized storeroom function.)
XI Maintain Inventory Control 4
A. Centralized Purchasing--the individual or individuals in
the storeroom and/or purchasing department who accomplish
this task.

B. Decentralized Purchasing--the individual or individuals in

the housekeeping, nursing, and dietary department who
accomplish this task.
XIX Process Vendor Invoice
A. Centralized Purchasing--this function may occur in the
aédoﬁﬁts payable department or in the purchasing department.
B. Decentralized Purchasing--this function may still occur in
the accounts payable department but may occur in the house-
keeping, dietary, and nursing department-.
XIII Maintain Purchase Records
This is specifically designed for a centralized purchasing 5
function and should only be completed when purchasing maintains
a centralized purchasing record system- 43/
XIV Disposal of Surplus Materials ' 3

ﬁf A. Centralized Purchasing--Could be handled by the receiving
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. Page five
or purchasing department.
B. Decentralized Purchasing--may be handled by the housekeeping,
nursing, and dietary departments. In this case, again, you
may have decentralized purchasing. However, you may have

. centralized storeroom for handling surplus materials.

EXPLANATION BY INDIVIDUAL
(Individuals and what sections they might complete)

A. Hospital Administrator
1. May.complete section "I" Identify and Verify the Need.
/: 2. May complete section "III" Approve the Requisition and
Forward to Purchasing or Stores.
] B. Department Head--Housekeeping, Nursing, and Dietary
1. May complete section "I" Identify and Verify the Need.

2. May complete section "II" Prepare the Requisition.

e =+

3. May complete section "III" Approve the Requisition and

-

Forward to Purchasing or Stores. -
4. May ccmplete section "IV" ReviéﬁmPurchasing Requisition--under
a decentralized purchasing system.
5. May complete section "V" Determine Source of Supply--under a
decenﬁralized purchasing system.
C. First Line Supervisor in Housekeeping, Nursing, and Dietary Depts.
1. May complete section "I" Identify and Verify the Need.
2. May complete section "II" Prepare the Requisition.
3. May complete section "III" Approve the Requisition and
.{E Foxrward to Purchasing or Stores.
;; D. Individual or Inéividuals in Housekeeping, Nursing, and Dietary
Depar@gents

-

b 1. May complete section "II" Prepare the Requisition.
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> 8.
\
9.
10.
11.
-
N 12.
£

May complete section "III" Approve the Requisition and
Forward to Purchasing or Stores.

May complete section "IV" Review Purchasing Requisition--under
a decentralized purchasing system.

May complete section "V" Determine Source of Supply-~under a
decentralized purchasing system. |

May complete section "VI" Place the Order--under a
decentralized purchasing system.

May complete section "ViI" Follow up and Expedite the
Order--under a decentralized purchasing system.

May complete section "VIII" Receive and Inspect Materials and
Services—-under a decentralized purchasing system.

May complete section "IX" Return to Vendor and Outgoing
Shipments--under a decentralized purchasing system.

May complete section "X" Issue Storeroom Stock
Requisition--under a decentralized purchasing system.

May complete section "XI" Maintain Inventory Control--under a
decentralized purchasing system.

May complete section "XII" Process Vendor Invoice--under a
decentralized purchasing.system.

May complete section "XIV" Dispose of Surplus Materials--under

a decentralized purchasing system.

E. Purchasing Department (centralized purchasing system).

The following individuals may complete the questionnaire:

‘Purchasing Department Head, Purchasing Agent;,; buyer, storeroom

clerk, receiving clerk, inventory clerk, distribution clerk, and

other appropriate individuals working specifically in the

purchasing function.
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Sections IV through XIV would be accomplished by the above
individuals when that function is handled by the purchasing
department. Note: section XIII Maintain Purchasing Records
should only be completed when this department does the
function.

The Accounting Department and/or the Accounting Personnel may

complete section XII Process Vendor Inwvoice.
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APPENDIX C-2

INSTRUCTIONE TO RESPONDENTS

This is part of a project to develop new courses of study and instructional
materials for persons in the allied health profassions. To find out what
should be taugnt and how best to teach it, we must find out what tasks or
functions really are performed by persons such as you who are working in
the field.

We are asking the cooperation, thereiore, of employees in a small, selected
group of hospitals throughout the United States. You are one of these
employees. YOUR ANSWERS ARE IMPORTANT!!

This 1s a confidentisl document for research purposes only. Your identi-
fication card will be kept separate from your answers to the questionnaire.
Answers will be prepared for data processing and results will be reported
by group only, not by individual.

INSTRUCTIONS.

We have gathered a listing of many oI the tasks in your area of patieat
care or hospitel services. This list contains tesks which might be done
by anyone concerned with your grea. Not &ll tasks will be done by all
people. We would like to know the answers to three questions.

l. Frequency--how often do you perform this task.

2. Difficulty--how difficult is the task, primarily in terms
of decision making and steps involved.

3. Supervision--are you supervised on this task or do you
work without supervision.

Please read through the entire questionnaire first, placing a check mark e
next to those tasks you do. Then, go back over the list of tasks ]
and answer the other questions about those tasks you actually do. Use ‘
the blank spaces provided to add tasks which you do that we may have

omitted. Please read each task carefully and "X" the box in the appropriate

column to show your snswer. Our results depend to a great extent on how

carefully you fill cut this questionnaire!!

Qur project will have a survey administrator in your area. He will leave §

this questionnaire with you and will pick it up _ .

His name 48 ___~ ~, His telephone number is

_+ Pleass feel free to call him 1f you have any questions,
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Going through each question now:

(a) The question on frequency is 'How often do you do this
task?" The possible answers are:

WL

Daily or almost daily
Several times a week
Several times a month
Several times a year
Never or almost never

(b) Supervision—-How much supervision do you geﬁ for this task?

n>wWwNh =

All the time
Most of the time
Occasionally
Rarely

No supervision

(¢) Difficulty--How difficult is this task?

OO

5l

Routine procedure

Several procedures with minor decisions

Select the most suitable procedures

Establish and/or modify procedures to meet individual
circumstances

Making complex decisions with little precedent

We thank you for your cooperation, and hope that the instruétional materials
which we develop in conjunction with this study will be helpful to you,
and to others entering your profession.

When you have finished, please enter at the bottom of the questionnaire
the length of time it took you to answer all the questions. This is for
our information, to help us make it easier and shorter for others in the

future.

CONFIDENTIAL DOCUMENT

For Research Purposes Only

UCLA: AHPP:6/30/69 25
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APPENDIX C-3

BACKGROUND INFORMATION INVENTORY

I.D. Number

Please complete this Information sheet now and return it with the completed
task questionnaire. The answers to these questions are of importance as we
try to evaluate responses from a large number of people across the United
States where educational and licensure requirements for specific tasks may
be very different.

Remember, this is a confidential document, it is identified by number
only, and will not be attached to your name.

1. RESPONDENT:

l.1

1.2

1.4

1.5

1.6

Position Title

Area of Patient Care or Hospital Services, i.e., Medical-Surgical,
Physical Medicine, Psychiatric, Medical Records, etc. Please specify:

Length of Time in Present Position

Age

Sex (circle one) M F
Marital Status (circle one)

Married Single Widowed Divorced Separated

2. PREVIOUS EXPERIENCE:

2.1

Type Years

2.2

3. Highest Grade Completed Before Entering Educational or Training Program
for your present occupation: (circle one)

1l -8, 9, 10, 11, 12, Some College Baccalaureate

Post-Baccalaureate
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Appendix C-3
Page two

4. Highest BEducational or Training Program Completed within Present
Occupation: (circle the number next to vour answer)

4.1 -- None

4.2 -~ On~-Job Training: How Long? (circle one)

2 wks. 1 mo. 2 mos. 3 mos. longer than 3 mos.
4.3 -- Certificate or Diploma Program: (circle one)
less than 1 yr. 1l yr. 2 yr. 3 yrs. or more

4.4 -- Associate Degree
4.5 -- Baccalaureate Degree
4.6 -- Post—-Baccalaureate Degree

5. Certification, Licensure, Registration Held, i.e., C.D.A., A.R.T.,
0.T.R., R.N., L.V.N.

Please specify:

6. (Optional) Yearly Salary Range for full-time: (circle one)

6.1 -- Less than 2,000
6.2 -- 2,000 -~ 3,999
6.3 -- 4,000 - 6,999
6.4 -~ 7,000 - 9,999

6.5 -- 10,000 or more

CONFIDENTIAL DOCUMENT

FOR RESEARCH PURPOSES ONLY

PCT :mh 77
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APPENDIX D

PURCHASING QUESTIONNAIRE
(Directed to Administrators)

Circle the alternative which you think would provide the better
general description of the purchasing structure at your
institution:

Centralized

Decentralized

Indicate by circling the appropriate number which of the follow1ng
is the major purchasing agency for your institution:

1--A department or agency of a larger administrative
unit within which your institution is contained

2--A purchasing department within your institution,
or a designated member of the institution's staff

3--An outside purchasing agency with which your
institution has a contract

4--The individual using departments within your
institution

5--0Other (describe)

If purchasing also is done by another agency in addition to the
one considered to be the major agency, write the number that
designates this other agency in this space:

If your institution has a purchasing department or agent, indicate
by circling the appropriate numbers if the purchasing department
includes one or more persons in the following categories:
1--Purchasing agent/purchasing director
2-—-Assistant /buyer

3--Secretary/typist-clerk

4--Storeroom manager/storekeeper/storeroom clerk/inventory
clerk

5--Receiving clerk/shipping clerk/invoice clerk
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If your institution has a purchasing department or agent, indicate
by circling the appropriate numbers which, if any, of the following
functional areas constitute separate divisions within the purchasing
department with specific personnel other than the purchasing ‘agent
responsible for activities within the area:

1--Storage and inventory control C

2-=-Receiving and shipping

3--Accounting, final processing of vendor invoices

C. Indicate by circling the appropriate number (or numbers) the person
(persons) who makes purchases of materials and supplies at your

institution:
1--Administrator
2--A member of the administrator's staff who is designated as
a purchasing agent or who is given responsgibility for

purchasing, but who is not assisted by a purchasing staf £

3--A purchasing agent or director who heads a purchasing
department that includes additional persomnel

4-~Storeroom manager
5--Heads of using departments

6--Personnel within using departments who are below the level
of department head

7--Other (specify)

928
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D. Indicate which of the following alternatives best describes the
purchasing for each of the four departments listed below by
writing the number of the appropriate alternative in the space

opposite the department name:

1--Purchasing usually is done by the purchasing department
or agency. Personnel within the using department ordinar-—
ily do not place purchase orders, but submit requisitions
or requests to the purchasing department.

2--Some purchasing is done by the purchasing department and
some is done by the using department.

3--Purchasing for this department (with the possible
exception of extraordinary items) usually is done by the
using department itself. ‘

Dietary Department
Housekeeping Department
Nursing Department

Pharmacy Department

E. Indicate by circling the appropriate number which of the following
alternatives best describes the storercom facilities at your

ingtitution:

1--Storeroom facilities are centralized under the management
of the purchasing department.

9--Storeroom facilities are centralized, but not under the
' management of a purchasing department.

3--Storeroom facilities are not centralized; each using
department has its own facilities.

29
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F. Indicate by circling the appropriate numbers which of the following
alternatives best describes the receiving/shipping facilities at
your institution:

1--Receiving/shipping facilities are centralized under the
management of the purchasing department.

2--Receiving/shipping facilities are centralized, but not
under the management of a purchasing department.

3-~Receiving/shipping facilities are not centralized; each
using department manages its own receiving and shipping.

G. Indicate by circling the appropriate number (or numbers) which of
the following departments completes the processing of vendor
invoices:

l--Purchasing department

2-~Accounts payable department

3~-Using departments

4=-Other (specify)

H. Circle your answers to each of the following questions:

1--Do you believe that centralization of purchasing is
desirable for an institution such as yours?

Yes No

2--Would you like to have purchasing at your institution
centralized to a greater degree than it is at present?

Yes No
3--If your institution does not now have a purchasing depart-
ment, do you plan to establish onej or if your institution
has a purchasing department, do you plan to extend its
activities to any areas which it does not now cover?

Yes No

Signature of person completing questionnaire

Title

,2"' 3"’70 100




APPENDIX E

OCCUPATIONAL CATEGORIES AND JOB TITLES

The job position titles held by respondents in each of the eight occupa-
tional categories are listed below as they were given by the respondents in
item 1.1 of the background information inventory (Appendix C-3.) The U. S.
Office of Education (OE) and the U. S. Department of Labor Dictionary of
Occupational Titles (DOT) code designations are given where such designations
exist for the listed occupational titles, or for ones which are comparable

but not specific to the health care field.

l. Purchasing agent OE 04.99; DOT 162.158-102
Purchasing agent
Director of purchasing
Director of procurement
Assistant to president for purchasing
2. Assistant purchasing agent OE 14.0899; DOT 162.168-026
Assistant purchasing agent
Assistant director of purchasing
Materials manager
Buyer
3. Storekeeper OE 14.0504; DOT 223-138.026
Storekeeper
Storeroom manager
Head of storeroom
Chief storekeeper

Assistant storekeeper
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Senlor storeroom clerk
Storeroom clerk

Administrator OE 14.0899; DOT 162.118-010

Administrator

Accountant OE 14.0101; DOT 162.188-010

Accountant
Controller

Department head (pharmacy)

Chief pharmacist

Director of pharmacy

Department head (dietary) OE 09.0203; DOT 187.168-066

Executive dietician

Chief dietician
Head dietician

Director of dietary service

Manager of dietary service
Director of food service

Department head (nursing)

Director of nursing service

"Department head (housekeeping) OE 09.0205; DOT 187.168-050

Executive housekeeper

Head housekeeper

Director of housekeeping

Department head, laundry OE 17.1602; DOT 361.138-010

Department head (other)

Pathologist

Chief X-ray technician OE 07.0501; DOT 078.368-030
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7.

8.

Laboratory supervisor OE 07.02

Building superintendant

Plant manager

Assistant administrator OE 14.080l1; DOT 169.168-014

Supervisor (dietary)

Dietician

OE 09.0203; DOT 319.138-010

Assistant dietician

Dietary supervisor

Food supervisor
Food manager

Kitchen manager

Supervisor (nursing)

Head nurse

Supervisor

DOT 310.138-010

OE 07.0301: DOT 075.387-014

Supervisor (housekeeping) OE 09.0205; DOT 321.138-010

Housekeeping supervisor

Hougekeeping coordinator

Assistant housekeeper

Supervisor (other)

Maintenance supervisor OE 16.0111; DOT 638.281-026

Sanitation supervisor OE 17.0703; DOT 168.287-094

Workerxr

Secretary OE 14.0702; DOT 201.368-014

Pharmacy assistant

ward clerk DOT 219.388-286

Food steward

OE 09.0203; DOT 317.887-010
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APPENDIX F
PURCHASING TASK LISTS

Task lists have been constructed for the following occupational categories:

1. Purchasing agent
2. Storekeeper

3. Administrator

4. Accountant

5

. Department head

Each task list shows (a) the percentage of respondents in the occupational
category who perform each task, and, if appropriate, the percentages of
respondents in associated occupational categories who perform the task, (b)
the modal frequency of performance of each task (or frequencies if a single
mode represents less than half of those who perform the task) and (c) the
mean of the task difficulty ratings by the respondents for whom the percent-
age performance figure are given.

The Basic Task List for each occupation covers functions usually pexr formed by
persons in that occupational category that might be included in a curriculum

generally appropriate for the occupation. The Supplementary Task Lists cover
functions which may or may not be performed, depending upon the policies and
practices of specific institutions. '

A curriculum developed for purchasing agents would be appropriate also for
assistant purchasing agents and for other individuals (e.g., storekeepers at
certain institutions) whose job titles are different but whose functional
positions are equivalent to that of a purchasing agent. A curriculum
developed for department heads would be appropriate also for supervisors.




APPENDIX F-1

PURCHASING AGENT

The principal activities performed by a purchasing agent are the final editing
and completion of requisitions, the evaluation and selection of suppliers,

and the preparation and f£illing of purchaze orders. In addition, as a user

of supplies, a purchasing agent can be expected to determine needs for his

own department and to initiate requigitions. He also may assist in the deter-
mination of needs and preparation of requisitions for other departments. Most
purchasing agents maintain purchasing records and dispose of surplus materials,
and most are required to authorize the return of materials to vendors even
when they do not participate further in the return of the materials. Final
processing of vendor invoices is likely to be included among the responsi-
bilities of a purchasing agent, although at some larger institutions it may

be a function performed by an accountant. These activities have been in-
cluded in the Basic Task List.

The two Supplementary Task Lists cover the areas of receiving and storage
respectively, either or both of which may be among the regponsibilities of
a purchasing agent at particular institutions. A purchasing agent may per form
receiving and/or storage functions, or he may erercise some kind of general
supervision over one or both of these functions without necessarily being
directly involved in their performance. Larger institutions often may have
separate departments or divisions for receiving and storage, but at many
smaller instituticns the purchasing agent himself must perform these func-
tions. Most assistant purchasing agents do not perform either receiving or
storage functions, since most institutions which have assistant purchasing
agents are larger ones.

BASIC TASK LIST

Identification of needs and preparation of requisitions

I-A. Identify needs for supplies, services and equipment.

I-B. Determine storage locations and maintain stock levels.

II. Prepare standard requisition and forward to purchase and/or stores.
III. Review requisition and forward to purchasing ox stores,

Purchasing

IV. Edit requisition and approve for purchase.

V-A. Pre-determine sources of supply.

V-B. Evaluate products of potential suppliers and select qualified potential
suppliers.

V-C. Evaluate capabilities of selected potential suppliers.

V-D. Obtain buying information from potential suppliers.

V-E. Complete requisition.

VI. Prepare purchase order.

VII. Check and expedite open purchase orders.

IX-A. Authorize return of materials to vendors.

XIII. Maintain complete purchasing records.
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XIV. Dispose of surplus materials.

Processing of invoices

XII-A. Receive vendor invoices and collate them with other documents.
XII-B. Check invoices against purchase orders and receiving reports, and
process inveices for payment.

SUPPLEMENTARY TASK LIST 1

Receiving/shipping

VIII-A. Receive and file receiving copies of purchase orders.
VIII-B. Receive materials delivered by vendors.

VIII-C. Inspect materials delivered by wvendors.

VIII-D. Deliver materials to storeroom or using departments.
IX-A. Return materials to vendors.

IX-B. Process other outgoing shipments.

SUPPLEMENTARY TASK LIST 2

Storage

L
X-A. Fill storeroom stock requisitions. |
X~-B. Service gstoreroom replacement carts. ;
XI-A. Process storeroom stock receiving reports.
XI-B. Process storeroom stock requisitions.
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PURCHASING AGENT
BASIC TASK LIST

Percentages
Performing Task

Mcdal Frequency
of Performance

Difficulty
Level

I-A Identify needs for supplies, services and

equipment.

Participate in the preparation of supplies,

service and equipment budget, including
make, buy or lease decision and
standardization.

Identify the types of supplies and
services required for attainment of the
unit's objectives.

Consult with the purchasing/procurement
office in establishing appropriate
quality and quantity standards.

I-B.Determine storage locations and maintain

4.

II.

7.

III.

stock levels.

Assist in determining storage location
and levels in terms of time or usage.

4.1 unit

Submit requisition to maintain stock
levels.

Process orders to fill unanticipated
needs.

Prepare standard requisition.

Complete the standard requisition for
purchasing and/or stores.

7.1 Enter requisitioning unit
identification.

7.2 Enter date on which the requisition
was prepared.

7.3 Enter quantities of the items
required.

7.4 Enter descriptions of the items
required in sufficient detail to
identify the products or services.

7.5 Enter date on which the non=-stock
items will be needed.

7.6 Enter justification and anticipated
usage if items are not standardized

expendable supplies.

7.7 Enter name of the requisitioner.

Forward the purchasing requisition to the
approving authority if necessary.

Review requisicion and forward to purchas-

ing or stores.

46

54

31

54

31

46

50

31

31

31

46

39

31

31

31

14

14

14

14

14

14

14

14

14

14

14

14

14

14

30

40

30

40

10

30

40

30

30

30

30

30

30

20

20

30

107




PURCHASING AGENT
BASIC TASK LIST

Percentages
Performing Task

Modal Frequency
of Performance

Difficulty
Level

9. Requisition received by approving
authority.

10. Recipient determines if he has
apprxoval authority.

10.1 Determine if requisition is for
routine expendable supplies and
in usual ordering quantities;
check with purchasing if
necessary.

10.11 Determine if within budget.

10.12 Check with requisitioning unit
if not satisfied; modify as
needed, approve and forward to
purchasing.

10.13 Approve requisition if satisfied

and forward to purchasing or
stores.

10.2 Forward to superiovurchasing

authority for appr®al if pur-
chasing authority does not re-
side at recipient level.

10.21 Check with department to justify
requisition if necessary.

10.22 Determine price/cost.

10.23 Check to see if item is within
budget.

10.24 Justify to higher authority if
appropriate.

10.25 Forward to higher approving
authority.

IV. Edit requisition and approve for purchase.

11. Purchasing Department receives requi-
sition.

12, Edit requisition for:

12.1 Budgetary information.

12.2 Specifications.

12.3 Quantity.

12.4 Approval authority.
12.5 Query requisitioner if in-
formation is incomplete.

13. Number requisition if necessary and
assign to buyer.

Value analyze and recommend changes
if desirable.

39

23

31

31

23

39

39

39

39

31

92

62

92

92

14

14

14

14

14

14

14

71

71

100

100

20 X

10 X

20 X

20 X

20

20 X

20 X

10 X

10

10

70 X

20

40 X

50 X
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Percentages Modal Frequency Difficulty

Performing Task of Performance Level

PURCHASING AGENT
BASIC TASK LIST

15. Approve for purchase.

V.-A Pre-determine sources of supply.

16, Pre-determine sources 92 | 100| 50 X X
16.1 Curxrent contract(s). 85 71] 30 X X 3
16.2 Small orders. 92 | 86 60 X b,
16.3 Emergency purchase. 92 | 1004 50 X X

16.4 Should the need be immediate,
select a vendor on the basis
of past reliability, order
the smallest quantity meeting
the need and then perform a
product evaluation. 69 |86 | 40 X X

16,5 Traveling purchasing requisi- :
tion. 31| 29 20 X X

V.-B BEvaluate products of potential suppliers
and select qualified potential suppliers.
17. Determine potential suppliers. 9286 | 30 X X

17.1 - Consider current catalogs and
reference material including
purchasing records. 92186 | 50 X| X S ¢

17.2 Consult with unit making re-
quest if necessary. 100 | 100| 50 X1 x K

17.21 Evaluation committee develops
criteria by which competing
products that meet the item
specification may be judged. 62157 | 20 X X

17.22 Bvaluate the products in terms
of criteria. 92 ] 86 40 X X

17.23 Rate the products and report
the information to the buyer. 69| 71 | 40 X X X

17.3 Consider vendors with whom a

supplier relationship already
exists., 921 71 30 X X X

17.4 Confer with other purchasing

departments. 69| 29 30 X X X
17.5 Consult with local professional
organizations, 461 14 | 10 X X
17.6 Select qualified suppliers. loo| 86 | 40 X X K
V.-C Bvaluate capabilities of selected potential

suppliers,

18, Evaluate szlected suppliers where

sources need to be determined. loo} 86| 30 X X K
i 18.1 Technical capability. 6l | 57 20 X ¥ ?
109
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Percantages Modal Freguency Diffioulty

Paxformir QL PAriormane
(y “’
, 7 ,
A, 4
S o o s/ K
7 g/ # 4 "ff ’
PURCHASING AGENT .ﬁ’ £/ Qog
BH8IC TASK LIST
18.2 Financial capability. Tasfnn]oll x| x
18.3 Managemant capability. 46 1 71 | 10 X X
18.4 Logistic capability. 541871 20 X
18.5 Capacity capability. 46 |71 | 20 X X

V.~D Obtain buying information from potent.ial
suppliers,

19. Obtain buying information and samples
where sources need to be dstermined, loo 186 | 20 X b

19.1 Use published price lists where
prices are fixed by the vendoxs
if faasiblae, 92171 | 40 X] X X

19.2 Use competitive bids if the 88 | 86 | 30 X X X
following critaria axist.

19,21 If specifications are clear to
both buysr and seller. 88 137 | 20 X X %

19.22 If 3 or more potential suppliers
are willing to compate. 69 157 20 X X

19,23 If dollar volune is sufficient
(abowa minimum bid policy). 62 |87 0 X X X

19.24 If time permits (if time avail-
able is sufficient for competi-
tive bidding}. 54 157 | 10 X X

19.3 Negotiate if competive bid-
ding and use of price lists
are impractical. 62 171 | 20 X X

V.~E Complete requisitien.
20, Complete the requisition. 85 |86 | 20 X k

20.1 Enter date ordered. 69 |100] 30 X :

20.2 Enter oider number correspond-

ing to the number on the first

available blank purchase order. 62 |lsa | 30 X 1

20.3 BEnter quantity ordered if diff-

erent from that shown in re-
quisition. 77 171 | 30 X X

24

20.4 Enter name and address of
vendor from vhom the purchase
is to be made based onh supplier
meeting criteria. 69 186 | 40

20.5 Enter price, delivery, packing

specifications and method of
shipment, 85 |71 | 40 X 4

20,6 Enter othar appropriate
specifications (patents,
warrantees, etc.). , 46 157 |20 X X X
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Payosntages Hedal Preguency Diffioulty
Pax i : X 7 Level
/ ; i 3
74 Yyl
» // 'y
4 WAL NESF T
dﬁ /5 f df 5?
S /¥ g
é’,%! ~ § <r4?§ii;? 1y JV
PURCHASING AGNNT Ly & , & ;}9 K
BASIC TAEK LI8T 4
A 20.7 Attach the available blank pur- ' "‘ 1 :
aghase order to the non-stogk
purchas.ny veaquisition and for-
waxd .0 purchase oxder prepwra- J
tion desk. 46 1 7). | 0 3 1;
VE. Prapare purchasse orday.
2l. Chegk to saee that the information aon-
tained on the requisition is suffi-
cient to permit tix prararation of a
purchase order. 92 [loo | 70 X d
21.1 Retwm reguisition and blank pux-
chase oydar to the buyexr for xe-
solution, if infloyxmatlon not
sufficient. 38 |87 | 50 X X 3
21.2 Prepare purchasae oxdex. 77 [86 | 40 X X
21,21 Bntar date of issue. 77 186 | 50 X ¢
21.<) Enter number Lf not alraady E
antered. 54 143 | 30 X K '
? 21.23 Entes name and address of vendor. | 62 |86 | 40 X s )
i
g 21.24 Enter axpectsd date of delivery. 46 |71 30 X X X
2).25 Enter quantity. 8% |8& | 40 X K
21.26 Enter description. 77 186 40 X p
21.27 Enter price, 77 {86 | 40 % 3
21,28 BEnter typed name of buyer. 46 | 29 40 X X
21.29 Enter conditions or terms of the
purchase (if applicable or not i
preprinted). 46 |71 30 X X :
22. Buyer review and sign purchase ordsr. 77 {71 | 40 X ii -
i 23. Distribute copies of puxchase order
t and requisitions as appropriate. 69 [ 71 | 40 X 3 4
; VII. Check and expedite open purchase orders, ]
{ 24, Check open purchase orders including
F incomplete shipments and expedite
| where necessary. 92186 | sof] X | x K
g 25, Check with using department if ship~
* ment delayed to determine criticality. 92 186 | 60 X X b
26. Take appropriate measures. 62 | 86 50 X X ¢ :
IX.~A Return materials to vendecss. ]
34. Materials to be returned to vendor. 77 | 57 70 X X X 1
34.1 Using Department notifies ;
purchasing of goods to be :‘
" - returned to vendox. | 85|57 | 80 x | x X
111 |




Pexrcentagss Modal Pragquency Difficulty
Per " - T

PURCHASING AGENT SR

BASIC TALK LIST

34,2 Purchasing verfies that re-
turn is authorized, g3 143 | 70 X X K

34.3 Purchasing detexmines appro-
priate dispositlan. 77 |43 | &0 X X 3

34.4 Purchasing prspares govexing
documants, 8% |43 | 60 X X 3

XIZ.~A Receive vendor invoices and collate
them with othsr doguments.

4l. Accounts pavable receives infor-
nation for paymsnt on a daily

basis. 77 114 | 30 X K
41.] Reoeiva copies of purchase

orders issusd Lf appropriate, | 69 {29 } 20|} X k
41.2 Paceive invcices from vendors. | 77 |43 (201 X k

41.3 Regeive receiving reports .
and packing slips. 69 {2y | 20 X K

41.4 Collate and file racaiving
report packing slip combina-
tions with invoice and copy
of applicable purchase order. 46 |29 | 20 || X (

41.5 Take the following steps if
any documents arxe missing:

41.91 Maintain suspense file for
incomplete accounts payable
documents.

41.511 Notify purchasing if copy
of purchase order is missing.

62 {43 | 20 ]| «x "

{

62 |29 | 30| x X {

41.512 Wait for a predetermined
period of time if receiving 1
report-packing slip com- 3
bination is missing, and
then notify purchasing. 46 | 29 20 X X X

41.513 Wait for a predetermined
perind of time if invoice
has not arrived and then
notify purchasing.

XIT.-B Check vendor invoices against pux- ;
chase orders and receiving reports, 2
and process invoices for payment.

69114 | 20 X X X

42. cCheck vendor invoice aga.nst pur-
chase order and receiving report :
if all repoxts are in. 77 143 | 20 X r
42.1 Check type of item. 77 |29 | 20 X A 2
42.2 Check quantity of item. 77 |29 | 20 X ( 1

42.3 Check price of item.

557
o
N
W
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42,4 Check delivery chaxges. 77|43 | 10 X X
42.% Check prios axtensions. 62 |14 | 20 X 3

43. Por discrepancies in Items 42.1
through 43.8, rafer to purchasing. 84 {14 | 20 X X X

44. After resolving the discorepancy
pucchasing notifies acaounts
) payable of proper action. 69 |29 | 20 X X s

44.. DPurchasing notifias inven-
tory control. 38 {29 | 20 X X

44.11 Inventory control makss
correcting entries to the
stock system, 38 (43 |20 || x | x ¥

45, Acoounts payable receives and
raviews corract-3 disorepancy
document;s returaed by purchasing. 62 |14 | 20 X X X

46. Proocess invoice for payment when
discrepancy has been resolvad. 77 |14 {20 X X b 4

'] 46.1 OK amount of payment less
any authorized discounts. 69 129 |20 X X

46.2 Accounts payable approves :
invoice for payment. 84 114 | 20 X X X o

46,3 Entire packet of material
forwarded to payment

gsection for issuance of
check. 54 |14 20 X X X

XIII. Maintain complete purchasing records.

47. Purchasing maintains complete
documentation of each purchasing
transaction. 77 171 120 X b

47.1 Purchasing department files
purchasing documents alpha-
betically by name of wendor
and numerically by number of

purchase order. 77 |57 20 X )

47.11 To include bid sheets, vendor J
proposals, warranties, vendor 4
specifications, original re- -
quisitions, correspondence,

62 |43 20 X b,

budget justification, etc.

47.2 Purchasing maintains file of
purchase oxders by using de-

partments and purchase order
numbers. 62 29 (10 X 3




Pexcentages Modal PFraquancy Diffiqulty
Paxforning Task _Pgrformance Level
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BASIC TASK LIST §
47.3 Purchasing department enters
purchasing information in
nunerioal log book by pur—
ghase ordar number including
the following information. 46 143 | 10 X X
47.3) Dats of receipt of requisi- 69 143 1 10} X !
tiOnu
47,32 Using department. 69 143 | O}l X 1
47,33 Vandox name, 69 |43 |10 (| x X
47,34 Date of issuance of purchase 69 143 | 10 || X b
- " Ol’.‘dcr.
47.4 Purchasing maintains files
of miscellanesous materials
and records such as: 46 |57 | 10 X
47.41 Internal and external corres-
ponddnce. 69 |43 20 X
: 47.42 Market surveys. 38 {29 | 10 X
47.43 Budget data, 31143 | 10 X
47.44 special projects. 46 |43 | 10 X
47.45 Vendor catalogs. 77 143 | 20 X X
XIV. Dispose of surplus material.
48, Using department informs purchasing
of the availability of obsolete
surplus, or scrap materials within
that department. 46 |29 20 X
49. Purchasing determines disposition %
of materials. 62 129 | 20
49,1 Use in other departments with-
in the hospital. 46 [ 29 | 20 X
49.2 Trade-in on new eguipment. 38143 | 20 X
49.3 8Sell 54 | 29 20 X
49.4 Scrap. 854 | 29 10 X
49.5 Store for future use. 62143 ] 10 X
50. Purchasing obtains the proper
o authorization for disposal or trans-
A fer of material. 46| 43 | 20 X
-4 51. Purchasing negotiates the disposal
transaction. 461 29 20 X
51.1 Follow special procedure for
hazardous materials. 311 29 20 X
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52. Purchasing completes disposal trana-
action. 46129 | 20 X X

52.1 Have payment made to hospital
in the case of a sala, 62139 | 20 X 4

52.2 Provide for trade-in against
new sguipment:, 54 143 | 20 X X

52,3 Authorize the release of the
matexrial, B4 |29 | 20 X X

53, Complete and route the proper dis-
position doouwnients for accounting
and purchasing recoxds. 46 129 | 30 X 4
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PURCHASING AGENT

supplemaentary Tagk List 1

Pexcentages Modal Prequency Difficulty
Pexf Tas Performance Level

27.1

vendors.

28, When

28.1

28,2

29.1

29,2

29.3

29,31

29.4

29.41

29.5

. VIII.~A Receive and file raceiving coples of
purchase ordexs.

27. Receive and file receiving copy
of purchase order,

File receiving copy of
purchase ordsr in alpha-
betical f£ile by name of
vendor and then by purchase
oxder number,

VIII.~B Receive materials dsliveared by

carrier arrives at loading

dock, check carrier's manifest
to ascartain proper delivery
addressaes,

Chack with purchasing or
othar appropriate depart-
mant (8) if necassary.

Ra-diract carrier, if not
proper delivary addreszee,

29, Participats in unloading and
check shipment, if proper de-

livery addrassee,

locate recaiving department
copy of purchase order ap~
plicable to shipment deliv-
ery and compare with
carrier's manifest,

If in order, participate in
unloading containers from
carriers vehicle.

Compare number of shipping

containers unloaded against
carrier's manifest to make

certain they agree,

Note shortage, if any, on
carrier's receipt which
receiving clerk signs,

Inspect shipping contain~
ers for external damage,

Any damage found should be
inspected by carrier's

driver and notsd on carrier's
receipt which receiving

clerk signs.

Receiving clerk dates and
signs carrier's receipt
relieving carrier of re-
sponsibility for loss or
damage to materials other
than noted on rageipt, or
concealed damage.

69

62

62

46

54

38

62

31

62

62

69

46

46

1lle




Paroantages Modal Precguency Difficulty
Pax ) £ Pexformance Laval

PURCHASING AGENT
SUPPLEMENTARY TASK LIST 1}

. VIII.~C Inspect materials deliverad by vendors.
30, Unpack and inspect matexials. 621201 80

30.1 Unpack materials and locate
vendor's packing slip. 62 129 | 80

30.2 From information on packing
slip identify name of vendox
5 and, if indicated, number (s)

nf purchase order (s) invel-
ved, 62 |29 80

|

]

| 30,3 check general condition of
materials to determine if

' any damage was inourred
during shipment. 62 |29 | 80

30.31 Process claim 62 {14 60
30.4 Check materials received

against vender's packing
alip and applicable pur-

chase orders. 62 |43 80
30,41 Verify that correct items
have been shipped. 62 {29 | 80

30.411 If necessary, request assi-
stance of requisitioning
department. 38 |14 | 60

30.42 verify that correct
quantities have been shipped. 62 |29 | 80

31. Complete and route receiving 46 143 80
; report.

VIII.~-D Deliver materials to storeroom or
using department.

| 32. Deliver materials to storeroom or
: to requesting department as
‘ shown on purchase order. 62 |29 | 80

32.1 Obtain signature of person
on receiving report to show
materials were delivered. 38 0 70

33. Verify services received. 38 0 150

; 33.1 Requisitioning department
f varifies that services
have been satisfactorily
performed as requested. 54 0 50

f 33.2 Receiving documents are
routed to appropriate de-~
partment for processing. 69 114 50
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Perf k of Performance Level
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SUPPLEMENTARY TASK LIST 1
IX.~A Return materials to vendoxs.
34, Materials to he raturned to vendox. 77 | 87 70 X X 3
34.1 Using Department notifies
purchasing of goods to be
returned to vendor. 85 157 | 8¢ X X X
34.2 Purchasing verifies that
return is authorized. 85 143 | 70 X X K
34.3 Purchasing determines
appropriate disposition. 77 143 | 60 X X K
34.4 Purchasing prepares covering
documents, 85 |43 | 60 X X k
34,41 Route documents to appro=
priate departments. 46 |29 60 X X k
34.5 Purchasing advises Using
Departments of steps toc be
taken, 54 |57 | 60 X X %
34.51 Hold materials for further
instructions., 62 |43 50 X X X
34.52 Route materials to shipping
(receiving) with request for
return. 62 {43 50 X X k
34.6 Shipping (receiving) pre~
pares necessary shipping
documents. 54 |14 60 X X k
34,7 Shipping (receiving)
arranges for pickup as
necessary. 62 |29 70 X X X
34,8 Carrier provides receipt
for pickup of materials, 62 J29 | 70 X X b
34.9 Shipping (receiving) routes
documents to appropriate
departments. 54 129 | 50 X X K
IX.-B Process other outgoing shipments.
35, Other outgoing shipments. 15 |14 | 40 X 1X X
35.1 Using Department notifies
purchasing of goods to be
shipped. 54 |14 | 40 X | X K
35.2 Purchasing datermines ap-
propriate handling. 62 |29 60 X X K
35.3 Purchasing prepares covering
documents and routes to
appropriate departments. 54 129 | 60 X X X
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35.4 Purchasing notifies Using X
Department of steps to take. 46 |29 | 30 X
35.41 Hold materials for further
ingtructions. 46 |14 | 50 X X
35.42 Route to shipping (receiving) X X
with request for shipping. 54 |14 | 40 X
35.5 ¢Shipping (receiving) pre-
pares necessary shipping
documents. 31| o] 60 X | X X
35.6 shipping (receiving) ar-
ranges for pickup as .
necessary. 46 | 14 | 60 X X X
35.7 Carxrier provides receipt 3 X
for pickup of materials. 54114 | 70 X X
35.8 Shipping (receiving) routes
documents to appropriate X
departments. 46| 0 | 60 X




PURCHASING AGENT
Supplementarv Task Tist 2

Percentages
Perf

Difficulty
Level

Modal Frequency

ing Task of Performance

" X.-A Fill storeroom stock requisitions.

36. Storeroom receives stock requi-
sition,

36.1 Check requisition
36.11 For validity.
36.12 For proper authorization.

36.2 Fill approved requisition
with items from stock.

36.3 Indicate on requisition

quantities of stock dis-
pensed.

36.4 Deliver materials to re-
questing department as

shown on stock requisition.

Obtain signature of autho-
rized person to whom mat-
erials were delivered on

stock requisition.
36.5 Forward stock requisition
to inventory control.

X.~B Service storeroom replacement carts.

37.

Storeroom services exchange
carts.

37.2

Prepare reguisition to
charge department for what
has been used.

37.4

Route requisition to in-
ventory control.

KI.-A Process storeroom stock receiving
reports.

38. Inventory control receives re-

ceiving report(s).

39. Procasss storeroom stock receiving

reports.

39.1

Enter receiving information
into inventory control
system,

Bring halance on hand up
to date.

Forward receiving report to
purchasing.

54

54

54

54

54

62

62

54

29

29

29

43

29

29

29

20

100

100

100

100

20

80

X 3
X 4
X X
X X

eRY
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Percentages Modal Frequency Difficulty
Performing Task of Performance Level

PURCHASING AGENT
Supplementary Task List 2

5 | » XI.~B Process storeroom stock requisitions,
40. Receive issued stock requisitions. 62 129 | 40 X X
40.1 Enter stock issue informa-
tion into inventory control
system, 54 114 60 X ) ¢
# 4
' 4C.2 Enter price infeormation to
stock requisition as re~
) gquired by the system. 38 |14 § 70 X X
40.3 Bring balance up to date. 46 |43 | 50 X ) ¢
40.4 Forward stock requisition
(charging information) to
accounting department for
expensing. 46 |14 | 70 || X X
A\
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APPENDIX F-2

STOREKEEPER

The Basic Tagk List for storekeepers covers storage and recelving. The
principal function performed by a storekeeper is the filling of storeroom
stock requisitions. Most storekeepers also process stock receiving reports
and stock requisitions for inventory control. Most storekeepers receive, in-
spect and deliver materials, and many, but not all, return materials to
vendors and process other outgoing shipments.

The Supplementary Task List includes certain additional functions in the
area of purchasing which may be performed by a storekeeper at some insti-
tutions but which probably would not be included among the duties of a
storekeeper at most institutions. A few storekeepers also perform most of
the other functions that a purchasing agent usually performs, and for these
individuals a purchasing agent's curriculum would be more appropriate than
a storekeeper's curriculum, ‘

BASIC TASK LIST

Storage

X-A. Fill storeroom stock requisitions.

X-B. Service storeroom replacement carts.

XI-A. Process storeroom stock receiving reports.
XI-B. Process storeroom stock requisitions.
Receiving/Shipping

VIII-A. Receive and file receiving copies of purchase orders.
VIII-B. Receive materials delivered by vendors.

VIII-C. Inspect materials delivered by vendors.

VIII-D. Deliver materials to storeroom or using departments.
IX-A. Return materials to vendors

IX-B. Process other outgoing shipments.

SUPPLEMENTARY TASK LIST

Purchasing

IV. Edit requisgition.

V-A. Pre-determine sources of supply.

V-B. Evaluate products of potential suppliers and select qualified
potential suppliers.

VI. Prepare purchase order.

VII. Check and expedite open purchase orders.
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STOREKEEPER -
BASJC TASK LIST

VIII.-A Recelve and file recéiving copies of
purchase oxders.

27, Receive and file reaeiving copy
of purchage oxder,

27.1 File receiving copy of
purchase order in alpha-
batical f£file by name of
vaendor and then by purchasse
orxder number.

VIII.~B Receive materials dellvered by vendors.

28. When carrier arrives at loading

dook, thegk carrier's manifest 80 X X
to ascertain proper delivery
addressee.

28,1 Chack with purchasing or
other appropriate department 80 X X X
(s) if necessary.

28,2 Re~direct carrier, if not
proper delivery addressee,

60 X X

: 29, Participate in unloading and
b check shipment, if proper de- 90 X )
livery addressee.

29.1 Iocate receiving depart-
ment copy of purchase
order applicable to ship- 80 X |
ment delivery and compare
with carrier's manifest.

29.2 If in order, participate
in unloading containers 70 X )
from carrier's vehicle.

29.3 Compare number of shipping
containers unloaded against 80 X )
carrier's manifest to make
certain they agree.

29,31 Note shortage, if any, on
carrier's receipt which re- 70 X 3
ceiving clerk signs.

29,4 Inspect shipping containers

for external damage. 80 X X

29,41 Any damage found should be
inspected by carrier's
driver and noted on carrier's 70 X X
receipt which receiving
clerk signs.
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STOREKEEPER =
BASIC TASK LIST

29,5 Receiving clerk dates and
gigne carrier's receipt
relieving carrier of rea-
pongibility, for loss or
damaga to materials other
than noted on raceipt, or
cgoncealed damage.

VIII.~C Inspect materlals deliverad by
vendors.

30. Unpack and inspect materials. an X >

30.1 Unpack materials and locate
vendox's packing slip. 80 ff X ]

30.2 From information on packing
slip identify name of
vendor and, if indicated, 80 fI X b
number (g) of purcnase
order(s) involved.

30.3 Chack general condition of
materials to determine if
any damage was incurred 80 X 3
during shipment,

30.31 Process claim. 60 X K

30.4 Chack materials raceived
against vendor's packing 80 X 3
8lip and applicable pur-
chase orders.

30.41 vVerify that correct items a0 X
hava been shipped. ]
30.411 If necassary, request
assistance of requisition- 60 X X p

ing department.

30.42 Verify that correct
quantities have been 80 X 3
shipped,

3l. Complete and route receiving
raport. 80 X A

VIII.-D Deliver materials to storerocom or
using departments.,

32, Deliver materials to storaroom
or to requesting department as

80 X

shown on purchase order.

32.1 Obtain signature of person

on receiving report to 70 X
show materials were de-
livered.

33. Verify services received. 50 X )
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STOREKEEPER -
BASIC TASK LIST

33.1 Requisitioning department
verifies that services
have been satisfactorily
performed as requestad.

33.2 Receiving documents are
routed to appropriate de- 50 X 3
partment for processing.

IX.~A Return materials to vendors and Out-
going Shipments (to be completed by
the Purchasing Department--Receiving/

Shipping).
34. Materials to be returned to vendor. 70 Y X X
34.1 Using Department notifies
purchasing of goods to be 80 X X X
. returned to vendor.
J4.2 Purchasing verifies that
return is authorized 70 X X X
! 34,3 Purchasing determines 60 X X X
appropriatae disposition,
34,4 Ppurchasing prapares covar- 60 % X A
ing documents.
34.41 Route dooumants to appro- 60 X X A
priate departments.
34.8 Purchasing advises Using
Dapartments of steps to he 60 X X ¥
taken.
34.51 Hold materials for further
instruction. 30 X X X

34.52 Route matarials to ship~
ping (receiving) with re- 50 X | X X
quest for raturn,

34.6 Shipping (receiving) pre-
pares necessary shipping 60
documents.,

34.7 Shipping (receiving) ar-
ranges for pickup as 70 X X X
necessary.

34.8 carrier provides receipt
for pickup of materials. 70 X X X

34.9 Shipping (receiving) routes
documents to appropriate 50 X X X
departments.

IX.-B Process other outgoing shipments.

35. Other outgoing shipments. 40 X X X
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STOREKEEPER -
BASIC TASK LIST

Percentage
Performing
Task

Modal Frequency
of Performance

Difficulty

35.4

35.41

35.42

35.5

35.6

35.7

35.8

36.1

36.12

36.2

36.3

36.4

Using Department noti-
fies purchasing of goods
to be shipped.

Purchasing determines ap-
propriate handling.

Purchasing prepares cover-
ing documents and routes
to appropriate <departments,

Purchasing notifies Using
Department of steps to
take.

Hold materials for further
instructions.

Route to shipping (receiv-
ing) with request for
shipment.

Shipping (receiving) pre-~
pares necessary shipping
documents.

Shipping (receiving) ar-
ranges for pickup as
necesgary.

Carrier provides receipt
for pickup of materials.

Shipping (receiving) routes
documents to appropriate
departments.

X.~A Fill storeroom stock requisitions (to
be completed by the Purchasing Depart-
ment--Storeroom) .

36. Storeroom receives stock requi-
sition.

Check requisition.

36.11 For validity.

Por proper authorization.

Fill approved requisition
with items from stock.

Indicate on requigition
quantities of stock dis-
pensed.

Deliver materials to re~
questing department as
shown on stock requisition.

60

50

40

60

60

70

60

90 || x
oo || x
Joo || x
poo || x
00 || x

90 || x
100 || x

X X

X X

X X

X X

X X b
X X b
X
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BASIC TASK LIST “

36.41 Obtain signature of auth-
orized person to whom 70 X X
materials were delivered
on stock requisition.

36.5 Forward stock requisition
to inventory control. 80 X X

X.~B Service storeroom replacement costs.

37. Storeroom services exchange
carts.

37.1 Determine what Using De-
partment has taken from re- 30 X X X
placement cart.

37.2 Prepare requisition to
charge department for what 40 X X ¥
has been used.

37.3 Restock cart to quota
capacity. 30 X X

37.4 Route requisition to in-

ventory control. 40 X X X
XI.-A Process storeroom stock receiving re-
ports.
38, Inventory control receives re-
ceiving report(s). 70 X X
39. Process storeroom stock re-
ceiving reports. 70 X X

39.1 Enter receiving informa-
tion into inventory con- 80 X
trol system.

>¢

39.2 Bring balance on hand up
to date. 60 X ¥

39.3 Forward receiving report
to purchasing. 70 X K

XI.-B Process storeroom stock requisitions.

40. Receive issued stock requisi-
tions. 60 X X
40.1 Enter stock issue infor-
mation into inventory 60 X b 4
control systems.

40.3 Bring balance up to date. 50 X 1
40.4 Forward stock requisition
3 (charging information) to 70 X X
accounting department for
expensing.,
127
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STOREKEEPER -
SUPPLEMENTARY TASK

LIsT

ergentage
Parforming
Task

Modal Frequency
of Performance

Difficulty
Level

12.2
12.3
12.4

12.5

16.2
16.3

16 . 4

21. Check

21.1

21.2
21.21

21.22

21,23

21.24

2l.25

21.26

IV. Edit requisition

11. Purchasing Department receives
requisition.

12. Edit requisition for:

Specifications.
Quantity.
Approval authority.

Query requisitioner if infox-
mation is incomplete.

14. Value analyze and recommend changes
if desirable.

V.~A Pre-determine sources of supply.

16. Pre-determine sources.

Small orxders.
Emergency purchase.

Should the need be immediate,
select a vendor on the basis
of past reliability, order
the smallest quantity meeting
the need and then perform a
product evaluation.

VI. Prepare purchase order.

to see that the information

contained on the requisition is
sufficient to permit the prepara-
tion of a purchase ordcu.

Return requisition and blank
purchase order to the buyer
for resolution, if information
not sufficient.

Prepare pur.hase order.

Enter date of issue.

Enter number if not already
entered.

Enter name and address of
vendor.

Enter expected date of delivery.

Enter quantity.

Enter description.

b4
&
&
,o(,
YJ
%)
70 X
40 X
60 X
50 X
50 X
50
50 X
60 X
50
40
70 X
50
40
50 X
30 X
40 X
30
40 X
40 X

X
X
X
4
X
X
K
X k
K
X
K
X
X} x K
K
X

ERIC

Aruitoxt provided by Eic:
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21.27 Enter price. 40 X X
21.28 Enter typed name of buyer. 40 X X
21.29 &Enter conditions or terms of
the purchase (if applicable 30 X X X
or not preprinted).
22. Buyer review and sign purchase oxder. 40 X X
23. Distribute copies of purchase order
s s \ 40 X X
and requisitions as appropriate.
VII. Check and expadite open purchase orders.
24. cCheck open purchase orders including
incomplete shipments and expedite 50 X X X
where necessary.
25, Check with using department if ship-
ment delayed to determine criticality. 60 X X X

26, Take appropriate measures.

50 X

b
14

A FulToxt Provided by Exic [N
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APPENDIX F-3

ADMINISTRATOR

At many larger institutions the participaticn of an administratoxr in pur-
chasing activities probably does not extend beyond budget preparation and
identification of needs. At some institutions, however, he may assist in
determining storage locations and may review some requisitions. These
functions are included in the Basic Task List as ones which might be per-
formed by an administrator at an institution that has a purchasing depart-
ment.

Supplementary Task List 1 covers the functions which seem most likely to
be performed by an administrator at a small institution, particularly an
Extended Care Facility, which does not have a purchasing department.
Purchasing at such an institution may be largely decentralized with requi-
sitions and purchase orders being processed by personnel within using-
departments, but the administrator may at least edit and approve requisi-
tions, evaluate and select suppliers, and process invoices for payment.
Additional functions which may be performed by a few administrators at
small institutions are included in Supplementary Task List 2.

BASIC TASK LIST

Identification of needs and review of requisitions

I-A. Identify needs for supplies, services and equipment.
I-B. Determine storage locations and maintain stock levels.
III. Review requisition and forward to purchasing or stores.

SUPPLEMENTARY TASK LIST 1

Purchasing

IV. Edit requisition and approve for purchase.

V-a. Pre-determine sources of supply.

V-B. Evaluate products of potential suppliers and select gualified
potential suppliers.

v-C. Evaluate capabilities of selected potential suppliers.

V-D. Obtain buying information from potential suppliers.

Processing of invoices

XII-A. Receive vendor invoices.

XII-B. Check invoices against purchase orders and receiving iepoxrts,
and process invoices for payment.

SUPPLEMENTARY TASK LIST 2

Purchasing

XIII. Maintain purchasing records.
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X1V, Dispose of surplus materials.

Receiving

VIII~-C. Inspect materials delivered by vendors.
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Percentages Meodal Frequency Diffioculty
Perf ,nq_'i‘,e;sk of Performance Level

TG 8 3
ADMINISTRATOR 9 o & 4
BASIC TASK LIST q?

. I=-A Identify neads for supplies, services ana
equipment,

1. Participate in the preparation of
supplies, service and eguipment
budget, including make, buy or lease
dacision and standardization. 100 X X

2, Identify the types of supplies and
services required for attainment of
the unit's objectives, 75 X 3
3. Consult with the purchasing/precure-
ment office in establishing appro-
priate quality and quantity standards. 50 X | X )
I~B Determine storage logations.

4. Assist in detexmining storage loca-

tion levels in terms of time or usage. 63 X X S
4.1 Unit 38 X X
4.2 Storeroom. 38 X X

III. Review requisition and foxward to pur-
cha=sing or stores.

9. Requisition received by apprcving
authority. 50 X| X b

10. Recipient determines if he has
approval authority. 38 ; X| X X

10.1 Determine if requisition is for
routine axpendable supplies and
in usual ordering quantities;
check with purchasing if nea-

essary. 38 X X
10.11 Determine if within budget. 80 X X 4
10.12 Check with requisitioning unit

if not satisfiaed; modify as

needad, approve and forwaxd to

purchasing. 50 X % %
10.13 Approve requisition if satis-

fied and forward to purchasing

or stores. 50 X| X X
10.21 Check with department to justify

requisition if nacessary. 63 X | X X
10.22 Detexminea price/cost. 88 X K
10.23 Check to see if item is within

budget, 63 X | X X
10.24 Justify to higher authority if

appropriate. 38 X k
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ADMINISTRATOR
BASIC TASK LIST

Percentages

Pexfo

Tagk

Modal Prequency

of Performance

Difficulty

10,25 Foxrward to higher approving
authority.

10.32 If approved, forward to pur-
chasing,

25

25
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Difficulty
Level

Percentages Modal Frequency
Perf Tagk of Performange
S5
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ADMINISTRATOR e % oS
SUPPLEMENTARY TASK LIST 1 Al
IV. Edit requisition and approve for purchase.
12. EAit requisition for:
12,3 Quantity. 38 X X
12.4 Approval authority. 25 X X 4
12.5 Query requisitioner if infor-
mation is incomplete. 25 XX 3
15. Approve for purchase. 50 X | X X
V.-A Pre-determine sources of supply.
16. Pre~Deterxrmine sources. 50 Xl] X X
16.1 Current contracts. 50 X X
16.2 Small orders. 25 x | x X
16,3 Emergency orders. 80 X | X X
16.4 Should the need be immediate,
salect a vendor on the basis
of past reliability, order the
smallest quantity meeting the
need and then perform a pro-
duct evaluation, 63 X
V.-B Evaluate products of potential suppliers
and select qualified potential suppliers.
17. Determine potential suppliers. 3s X | X X
17.1 Consider current catalogs and
reference material including
purchaging records. 63 X X
17.2 Consult with unit making
request if necessary. 38 X| X X
17.22 BEvaluata the products in texms
of oritaria, 25 X ¥
17.3 Considar vendors with whom a
supplier relationship already 63 X
axists.
17.6 Select qualified suppliers, 63 X
V.-C Evaluate capabilities of selected po-
tential suppliers.
18. Evaluate selected suppliers where
sources need to be determined, 38 X
18.2 Financial capability. 28 X
18.3 Management capability. 28 X
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Perf sk of Performance Level
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SUPPLEMENTARY TASK LIST 1 Ay 1]
* V.-D Obtain buying information from potential
suppliers.
19. Obtain buying information and
samples where sources need to be
determined. 38 X X
19.1 Use published price lists
where prices are fixed by the
vendors if feasible. 50 X X X
19.2 TUse competitive bids if the
following criteria exist. 50 X X
19.21.If specifications are cleax
to both buyer and sellerx. 25 X X X
19.22 If 3 or more potential sup-
pliers are willing to competa. 25 X | X X
19.3 Negotiate if competive bidding
and use of price lists are t
impractical. 38 X 3
XII.~-A Receive vendor invoices.
41. Accounts payable receives infor-
mation for payment on a daily basis. 38 X X
41.2 Receive invoices from vendors. 50 X X X
41.3 Receive receiving reports and
packing slips. 50 X X
XII.-B Check invoices against purchase orders
and receiving reports, and process in-
voices for payment,
42. Check vendor invoice against pur-
chase order and receiving report
if all reports are in. 50 X ]
42.1 Check type of item. 38 X ]
42.2 Check quantity of item. 38 X 1
42.3 Check price of item. 50 X X
42.4 Check delivery charges. 50 X X
42.5 Check price extensions. 25 X
43. PFor discrepancies in Items 42.1
through 42.5, refer to purchasing. 25 X| X X
44. After resolving the discrepancy
purchasing notifies accounts pay-
albe of proper action. 38 X X
45. Accounts payable receives and
reviaws corrected discrepancy
documents returnaed by purchasing. 38 X X
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ADMINISTRATCR
SUPPLEMENTARY TASK LIST 1l

Percentages
Pexf

ing Tasgk

Modal Frequency
of Performance

Difficulty

Level

46. Process invoice for payment when

discrepancy has been resolved. 50 X
46.1 OK amount of payment less

any authorized discounts. 50 X
46.2 Accounts payable approves

invoice for paymeant. 50 X
46.3 Entire packet of material

forwarded to payment section

for issuance of check. 38
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ADMINISTRATOR $y & 5
SUPPLEMENTARY TASK LIST 2 Al
*VIII.-C Inspect materials delivered by
vendors.
30.3 Ccheck general condition of
materials to determine if
any damage was incurred
during shipment. 25 X X X
30.31 Process claim. 38 X K
30.41 Verify that correct items
have been shipped. 25 X X X
30.42 Verify that correct quanti- 1
ties have been shipped. 25 X X T
XIII. Maintain complete purchasing records.
47.4 Purchasing maintains files.
of miscellaneous materials
and records such as: 25 X | X 4
47.41 Internal and external
correspondence., 25 X X
47.42 Market surveys. 25 X X
47.43 Budget data. 25 X X
47.44 Special projects. 25 X K
47.45 Vendor catalogs. 25 X K
XIV. Dispose of surplus materials.
48. Using department informs purchasing
of the availability of obsolete
surplus, or scrap materials within
that department, 25 X K
49. Purchasing determines disposition 25 X X
of materials.
49.2 Trade-in on new equipment, 25 X X
49,3 Sell. 38 X K
49.5 Store for future use. 25 X K
52,2 Provide for trade-in against
new equipment. 25 X X
53. Complete and route the proper
disposition documents for accounting
and purchasing records. 25 X k
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APPENDIX P-4
ACCOUNTANT

The principal function in the £ield of purchasing that an accountant pexr-
forms is the final processing of vendor invoices. A curriculum suitable for
most accountants probably would not need to cover any areas beyond those in-
cluded in the Basic Task List below. Some accountants, however, occasional-
ly participate in the determination of needs and process orders to f£ill

unanticipated needs. These tasks, therefore, have been included here in a
Supplementary Task List for accountants.

BASIC TASK LIST

Processing of invoices

XII-A. Receive vendor invoices and collate them with other documents.
XII-B. Check invoices against purchase orders and receiving reports,
and process invoices for payment.

SUPPLEMENTARY TASK LIST

Identification of needs

I-A. Identify needs for supplies, services and equipment.
I-B. Determine storage locations and maintain stock levels.
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Percentages Modal Frequency Difficulty
Perf ing Task of Performance Level

w
F
5
&
ACCOUNTANT &
BASTIC TASK LIST

XII.-A geceive vendor invoices and collate
them with other documents.

41. Accounts payable receives informa-

tion for payment on a daily basisg. 75 X 3

¢

41.1 Receive copies of purchase 75 X
orders issued if appropriate.

b
e

41.2 Receive invoices from vendors. 75 X X

41.3 Receive receiving reports 75 X
and packing slips.

41.4 Collate and file receiving
report-packing slip com-
binations with invoice and 75 X K
copy of applicable purchase
oxder.

41.51 Maintain suspense file for
incomplete accounts payable 75 X X
documents.,

41.511 Notify purchasing if copy _ )
of purchase ?rder is missing.] 75 X

e

41.512 Wait for a predetermined
period of time if receiving
report=-packing slip com-
bination is missing, and
then notify purchasing.

75 X

41.513 Wait for a predetermined
periocd of time if invoice
has not arrived and then 75 X 3
notify purchasing.

XII.~-B Check invoices against purchase orders
and receiving reports, and process
invoices for payment.

42. Check vendor invoice against
purchase order and receiving re-

port if all reports are in. 75 X ]
42.1 Check type of item. 75 X 3
42.2 Check quantity of item. 75 X b
42.3 Check price of item., 75 X ]
42.4 Check delivery charges. 50 X ]
42.5 Check price extensions. 75 X 3
43. For discrepancies in Items 42.1 50 X X ,

through 42.5, refer to purchasing.

44. After resolving the discrepancy
purchasing notifies accounts 50 X X X
payable of proper actien.
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ACCOUNTANT

BASIC TASK LIST

Parcentages

Perf ing Task

Modal Frequency Difficulty
of Performance Level

44.1 Purchasing notifies invent- 50 X
ory control. X X 1
44.11 Inventory control makes
corzecting entries to the 50 X X !
stock system,
45. Acoounts payable receives and
reviews corrected discrepancy 75 X X X
documents returned by purchasing.
46. Process invoice for payment when
; 75 X X K
discrepancy has been resolved.
46.1 OK amount of payment less 75 X J
any authorized discounts.
46.3 Entire packet of material °
forwarded to payment section 75 X X
for issuance of check. :
!
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Percentages Modal Frequency Difficulty

Performing Task of Performance Level
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SUPPLEMENTARY TASK LIST
I.~-A Identify needs for supplies, services
and equipment.
1. Participate in the preparation of
supplies, service and equipment 50 X X

budget, including make, buy or lease
decision a2nd standardization.

2. Identify the types of supplies and
services required for attainment of 50 X 3
the unit's objectives.

I.~-B Determine storage locations and maintain '
stock levels.

6.  Process orders to fill unanticipated | 5q
needs.

>
>
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APPENDIX F-5

DEPARTMENT HEAD

A curriculum appropriate for a department head or a first-line supervisor
might cover only the Basic Task List shown below or the Basic Task List

plus one or more of the Supplementary Task Lists. The Basic Task List in-
cludes the functions that a department head may b« expected to perform
regardless of whether purchasing for his department is centralized or de-
centralized. Many department heads have no further responsibilities in the
field of purchasing. The heads of pharmacy and dietary departments, however,
often do some, or even most, »f the purchasing for their departments even

at institutions where purchasing for other departments is done by a cen-
tralized purchasing department.

The functions included in Supplementary Task List 1 are ones which are
performed by the heads of departments for which purchasing is decentralized,
and also by some heads of departments for which other purchasing functions
are centralized. Supplementary Task List 2 includes. the additional functiecns
which would be performed by the head of a department for which purchasing

is mainly or wholly decentralized, but which would not be performed by all
of those department heads who perform the functions included in Supplemen-
tary Task List 1.

Supplementary Task Lists 3 and 4 cover the areas of receiving aad storage
respectively. The functions included in these lists, with the exception

of the inspection of materials delivered by vendors (VIII-C), which is
included also in Supplementary Task List 1, are performed by relatively

few department heads. It is possible for either receiving cor storage to be
centralized or decentralized independently, whether or not purchasing

for a department is centralized. Therefore, curriculum dealing with one

or the other of these areas might be appropriate for some department heads
who perform purchasing functions and for some who do not.

The only purchasing function that a non-supervisory worker normally per-
forms is the preparation of requisitions for submission to purchasing or
stores (II).

BASIC TASK LIST

Identification of needs and preparation of requisitions.

I-A. Identify needs for supplies, services and equipment.

I-B. Determine storage locations and maintain stock levels.

II. Prepare standard requisition for purchasing and/or stores.
III. Review requisition and approve for purchase.

SUPPLEMENTARY TASK LIST 1

Purchasing

V-A. Pre~-determine sources of supply.
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Evaluate products of potential suppliers and select qualified
potential suppliers.

v-C. Evaluate capabilities of selected potential suppliers.
V-D. Obtain buying information from potential suppliers.
Receiving

VIII-C. Inspect materials delivered by vendors.

SUPPLEMENTARY TASK LIST 2

Purchasing

XIII.
XIV.

Edit requisition and approve for purchase.
Complete requisition.

Prepare purchase order.

Check and expedite open purchase orders.
Maintain complete purchasing records.
Dispose of surplus materials.

Processing of invoices

XII-A.
XII-B.

Receive vendor invoices.
Check invoices against purchase orders and receiving reports,
and process invoices for payment.

SUPPLEMENTARY TASK LIST 3

Receiving/shipping

VIII-A. Receive and file receiving copies of purchase orders.
VIII-B. Receive materials delivered by vendors.

VIII-C. Inspect materials delivered by vendors.

VIII-D. Deliver materials to storeroom or using departments.
IX-A. Return materials to vendors.

SUPPLEMENTARY TASK LIST 4

Storage

X-A.
X=B.
XI-A.
XI-B.

Fill storeroom stock requisitions.

Service storeroom replanement carts.
Process storeroom stock receiving reports.
Process storeroom stock requisitions.
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Department Head -
Basic Task List

Percentages
Pexforming Task

Modal FPrsquenay
ot chﬁoxmanoc

pifficulty
anql

ff

f%,,

4 .z;f

I.~A Identify needs for supplies, sexvices
and aeguipment (to be completed by the
Using Department).

I.~-B

II.

1.

2,

3.

Participate in the preparation of
supplien, service and eguipment
budget, including make, buy or lease
decision and standardization.

Identify the types of supplies and
services required for attainment of
the unit's objeatives.

Consult with the purchasing/pro-
curement office in establishing ap~
propriate guality and quantuity
standaxds.

Determine storage locations and uwalntain
stock lavels,

4,

5,

6.

Assist in determining storage loca~
tion and levals in terms of time or
usage,

4.1 Unit,

4.2 Storaeroom.

Submit regulsition to maintain stock
lavels.

Process orders to fill unanticipated
needs.

Prepare standard requisition for pur-
chasing and/or stores.

7.

Complete the standard requlsition
for purchasing and/or stores.

7.1 Enter rsquisitioning unit
identification.

7.2 BEnter data on which the raquisi-
tion was preparaed.

7.3 Enter quantities of the items
requiraed.

7.4 Enter descriptions of the items
raquired in sufficient detail
to identify the products or
gervices.

7.5 Enter date on which the non-
stock items wlll bae needad.

7.6 Enter justification and antici-
pated usage if items are not
standardized expendable supplies,

78

78

71

76

49

1 43

78

71

71

63

71

78

71

49

44

€0

8l

65

76

69

43

70

62

78

59

76

89

8l

62

43

0
aall x| x
17 X
171 x| x
oll x | x
17 |l x| x
33 X
17 X
83 X
67 X
83 X
67 X
83 X
13 X
17

X X

X X
X
X
X

X X

X

X X

X 4

X X

X X

X X

X X

X X 3
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Parcentages Modal Prequancy Diffioulty

Pegforning Task _of parfomance __level
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Basic Task List
’ ) ~ : ; , —

7.7 Enter name of the requisitioner.| 59 | 63| 83 X X K

8. VForward the purchasing requisition
to the approving authority if nec- 66 | 76 | &7 X1 X X

ansary.

III. Review requisition and foxward to pur-
chasing or stores.

9, Requisition receivad by a vin
nughoxity. ¢ ¥ MPREOVing §4 | 81| 80 X | X X

10. Recipient determines if he ! .
approval authoxity. 37 {3233 XX X
10.1 Deterxmine if regquisition is
for routine expendable supplies
and in usual oxdering quanti- 42 | 46 | 33 X | X X
ties; check with purchasing if
necessary,

10.11 Datermine if within budjet. 37 46 0 X X X

10.12 Check with requisitioning unit
if not satisfied; modify as
needed, approve and forward
to purchasging.

34 | 3333 X | X X

10.13 Approve requigition if satis-
fied and forward to purchasing |44 | 51 | 33 X | X X
or stores.

10.2 Forward to superior purchasing
authority for approval if pur~ 24 22 | 50
chasing authority does not
reside at recipient level.

10.21 check with department to
justify requisition if nec-~ 49 ki:} 0 X X
essary.

10.22 Determine price/cost. 49 | 41 117 X | X

10.23 Check to saea if item is within
budget. 42 |49 ] o X X

10.24 Justify to higher authority
if appropriate. 39 38 0 X

10,25 Forward to higher approving
authority. 37 30 | 33 X X

10.3 Approving authority considevs
approval. 42 | 30 |17 X
1¢.31 If disapproved, reject, or
return to sender for recon- 27 19 117 X
sideration.

10.32 If approved, forward to
purchasing. 46 | 35 |33 X X
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Department Head =
SUPPLEMENTARY TASK LIsT 1

V.~A Pre~determine scuroes of :upply.

16. Pre-detexmine sources. 37} 24 0 1 X X
16,1 Current contxacts. 20| 18 Q X| X X
16.2 Mmall oxdexrs. 46| 27 ol X X X
16,3 BEoergency purchass. 39 ] 14 0 X X b

16.4 Should the nesd be immediate,
saleoct a vendor on the hasis
of past reliability, oxdex the| 421 14 0 2| % 3
smallest quantity meeting the
need and then perform a pro-
dugt evaluation.

V.~B Evaluate products of potential suppliexs
and select qualified poteatial suppliers.

17. Detarmina potential supplisrs. 39! 16 0| £ | %

17.1 Consider current catalogs and
refarance material including 46 | 24 o} X | x
purchasing records.

17.2 Consult with unit making re-

quest if necessary. 32114 0 X X
17.21 Evaluation committee davslops
criteria by which competing 17 111 0
products that meet the item X
specification may be judged.
17.22 Evaluata the products in terms
of griteria. 29 | 16 0 X 1 X
17.23 Rate the products and raeport
the information to tha buyer. 34 119 0 X
17.3 Consider vendors with whom a
supplier relationship already | 46 |1° 0 X | X
mxigts.
17.4 Confer with other purchasing
depaxtments. 27 |19 0 X X
]
| 17.5 Consult with local pro-
fessional organizations. 27 |11 0 b
17.6 8elect dqualified suppliers. 46 |16 0] X | X
V.=-C Evaluate capabilities of selected poten-
tial suppliers.
18. Evaluate selected suppliers where .
sourcas need to be determined. 48 119 0 X |X
18.1 Technical capability. 29 | 16 0 X | X
18.2 Financial capability. 22 | 22 0 X | x
18.3 Management capability. 24 | 22 0 X | X
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Department Head ~
SUPPLEMENTARY TASK LIST )

Paxcentages

Hodal PFrequensy
Pepfornivg Task _of Pesfomande

Difficulty

iy

18.4 lLogistic oapability.
18.5 Capaocity capability.

V.=D Qbtain buying information from potential
suppliers.

19, Obtain buying information and sam-
ples where sources nsed to ke do-
termined,

19.1 Use published price lists
where prices are fixed by the
vendors if feasible.

19,2 Use competitive bids if the
following critexia exist.

19.21 If mpecifications are clear
to both buyer and sellex,

19,22 If 3 or more potential supp~
liers are willing to compete.

19,23 If dollar volume is sufficient
{above minimum bid policy).

19.24 If time pexmits (if time
available is sufficlent foxr
competitive bidding).

19.3 Negotiate if ccmpetitive
bidding and use of price
lists are impractical.

VIII.~-C Inspect materials dslivered by
vendors.

30. Unpack and inspect materials.

30.1 Unpack materials and lo-
cate vendor's packing slip.

30.2 From information on pack~
ing slip identify name of
vendor and if indicated,
number (8) of purchase
order(s) involved.

30.3 Cheok general condition of
materialg to determine if
any damage was incurred
during shipment.

30,31 Process claim.

30.4 Check materials received
against vendor's packing
slip and applicable pur~-
chase orders.

18

43

44

44

16
14

35
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Department Head =
SUPPLEMBNTARY TASK LIST 1

Parcentages
Performing Task

Modal Pregquency
of Parformance

Difficulty
Level {

30,41  Verify that correot items
have heen shipped.

30.41) If necessary, request
asslstance of requisi-
tioning department.

30.42 Verify that corrsct quan-

tities have been shipped.

31. Complete and route raeceiving

raport,

44} 331 33 X X

15 8y 0

42 | 33]17 X X

15 | 221 17 X X
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SUPPLEMENTARY TASK LIST 2 3 o
IV. Edit requisition and approve for purchase.
11, Purchasing Department receives
requisition, 17 119 | 17 X | x K
12, Edit requisition for:
12.1 Budgetary information. 20| 19| 17 X X b
12.2 Specifications, 24| 22| 17 X X 1
12.3 Quantity. 27| 24| 17 X X X
12.4 Approval authority. 17| 22 17 X X b
12,8 Quary requisitioner if informa- .
tion is incomplete. 17] 6} 17| X X X
13. Number requisition if necessary and
assign to buyer. 12| 16| 17 X )
14. Value analyze and recommend changes
if desirable. 27 16} 17 X | X X
15. Approve for purchase. 27| 19 17 X X 1&
V.-E Completa requisition.
20. Complete requisition. 24| 19 0 X X ”
20.1 Enter date ordered. 34| 19 0 X X X
20.2 Enter order number corres-
ponding to the number on the
first available blank purchase 221 19 0 X X X
ordex.
20.3 Enter quantity ordered if
different from that shown in 171 19 0 X X |
requisition. 1
20.4 Enter name and address of
vendor from whom the purchase
is to be made based on sup- 27| 22 0 X X X
pliex meeting criteria.
20.5 Enter price, delivery, packing
specifications and method of 151 14 ol|] X X ¢
shipment.
20.6 Enter other appropriate speci-
fications (patents, warrantees| 12| 14 0 X X >
etc.).
20.7 Attach the available blank
purchase order to the non-
stock purchasing requisition 121 11 0 X X X
and forward to purchase order
preparation desk.
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Percentages Modal Prequenay Diffioculty

Performing Task of Performance Lavel
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Department Head -~ dﬁ
SUPPLEMENTARY TASK LIsT 2

VI. Prapars purchase oxder.

21. Check to see that the information

gontained on the requisition is 22 | 19117 X X %
sufficient to permit the prepaxation

of a purchase ordax,

21.1 Return reguisition and blank
puxchase oxder to the buyer

for resolution, if infoxmation |12 | 14| 0 X | X X
not sufficient.
21.2 Prepare purchass oxder. 20 | 27117 X X %
21.21 Enter dats of issue. 27 | 19117 X X X
21.22 Enter numbar if not already 22 | 16| o x | x
entered,
21.23 Enter name and address of 32 | 24117 < < f
vendor.
21.24 ?::gzezi?actad date of 15 | 14|17 < | x 4
21.25 Enter quantity. 32 [27] o X | X X
21.26 Enter description 24 27 {17 X X ) 4
21.27 Enter price. 22 22 117 X X X
21.28 Enter typed name of buyer. 12 16 0 X X X

21.29 Enter conditions or texms of
the purchase (if applicable or {10 14 0 X X X
not pre-printed).

22, Buyer review and sign purchase order.| 24 19 | 17 X X X

23, Distribute copies of purchase order
and requisitions as appropriate.

22 16 |17 X X X
VII. Check and expedite open purchase orders.

24. Check open purchase orders including

incomplete shipments and expedite 27 | 24 |17 X X ¥

where necessary.

25. Check with using department if ship-

ment delayed to determine critical- j19 19 |17 X X ¥
ity.
26. Take appropriate measures. 24 | 14 |17 X b ¢

XII.~A Receive vendor invoices and collate
them with other documents.

41. Accounts payable receives infor-

, \ 17 X b,
mation for payment on a daily basis 12 14
41.1 Receive copies of purcha?o 10 19 |17 X X 3
orders issued if appropriate.
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Department Head -
SUPPLEMENTARY TASK LIST 2

Pexrcantages
Performing Task

Modal Frequency
of Perfoxmance

Difficulty
Level

41,2 Receive involces from vendoxrs,

41.3 recelving reports and

slips.

Racelve
packing
41,4 Collate and file xeceiving
raport/packing slip combina-
tions with invoice and copy
of applicable puxchase
order.

41.5 Take the following steps if
any documents are missing:
41.51 Maintain suspense file for
incomplete accounts payable
documents.

41.511 Notify purchasing if copy of

purchase order is missing.
41.512 Wait for a predetermined
period of time if receiving
report/packing slip combina-
tion is missing, and then
notify purchasing.

41.513 Wait for a pre-determined
period of time if invoice
has not arrived and then
notify purchasing.

XII.~B Chack invoices against purchase
orders and receiving reports, and
process invoices for payment.

42. Check vendor invoice against
purchase order and receiving
report if all reports are in.

42.1 Check type of item.

42.2 Check gquantity of item.

42.3 Check price of item.

42.4 Check delivery charges.

42.5 Check price extensions.

43. For discrepancies in Items 42.1
through 42.5, refer to purchasing.
44. After resolving the discrepancy
purchasing notifies accounts
payable of proper action.

44.1 Pprurchasing notifies inven-
tory control.

27

15

10| 14 17

14 0

10| 14 0

24 | 14 17

291 24 17

321 29 17

34| 22 17

17 | 16 0

24 | 16 17

15111 | 17
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Percentages Modal Frequency Difficulty
Perforriing Task of Perxformance Level

Department Head - Q
SUPPLEMENTARY TASK LIST 2

44.11 Inventory control makes
correcting entries to the 2 114 0 X X X
stock system.

45, Aoccounts payable receives and
reviews corrected discrepanay 15 | 14 0 X X X
doouments returned by purchasing.

46. Process invoice for payment when

discrepancy has been resolved. 20 |14 0 X X
46.1 OK amount of payment less
any authorized discounts. 22 |14 0 X X X
46.2 Accounts payable approves
invoice for payment. 22 114 0 X b3
46.3 Entire packet of material
forwarded to payment section 15 114 0 ¥ X X
for issuance of cheok. .,
|
XIII. Maintain complete purchasing records.
47, Purchasing maintains complete ‘
documentation of each purchasing 15 {11 | 17 X X X /

transaction.

47.1 Purchasing department files

purchasing documents alpha-
) betically by name of vendor | 15 |16 | 17 X X X
and numerically by number
of purchase order.

vendor proposals, warrantias,
vendor gpecifications,
original requisitions,
correspondence, budgst
justification, etc.

]
i
47.11 To include bid sheets,
10 {11 17 X X Y
ﬁ
]

of purchase orders by using
departments and purchase
order numbers.,

! 47.2 Purchasing maintains file
121 8117 X X X

| 47.3 Purchasing department enters

E purchasing information in

: numerical log book by pur=- 10 |14 0 X X K
E chase ordex number including ;
the following information: 4

47.31 Date of receipt of requisi- | 15 14 o X X X
tion.

47.32 Using department. 12 |16 0 X X K

47.33 Vendor name. 12 |19 0 X X k

chase urder.

47.34 Date of issuance of pur~ 12 |19 0 X X J( ]
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Percentages
Pexforming Task

Modal Frequency
of Performance

Difficulty

4 &
Department Head - é?S? 59
SUPPLEMENTARY TASK LIST 2 @

47.4 Purchasing maintains files
of miscellaneous materials 15| 8 0 X (X b ¢
and recoxds such as:
47.41 Internal and external coxr= *
respondence. 17 |16 17 X X X
47.42 Market surveys. 12 | 8 |17 X X K
47.43 Budget data. 15 |14 17 X X K
47.44 Special projects. 20 |14 | 17 X X X
47.45 Vendor catalogs. 22 |14 17 X X K
X1v. Dbigpose of surplus materials.
48. Using department informs purchasing
of the availability of obsolete 15 | 8 0 X X X
surplus or scrap materials within
that department.
49. Purchasing determines disposition
of materials. 17 8 0 X X X
49.1 Use in other departments with-
in the hospital. 17 5 0 X X X
49.2 Trade-in on new equipment. 17 3 0 X K
49.3 Sell. 12 3 0 X K
49.4 Scrap. 15 5 0 X X
49.5 Store for future use. 15 8 0 X X
50. Purchasing obtains the proper autho-
rization for disposal or transfer of| 15 8 0 X X K
material.
51. Purchasing negotiates the disposal 12 5 0 X
transaction, ‘
f 51.1 Follow special ?rocedures for 12 |11 o X X
: hazardous materials.
52. Purchasing completes disposal trans- 12 5 0 X X N
action.
52,1 Have payment made to hospital 7 3 o X
in the case of a sale. A
52.2 Provide for trade-in against 3
new equipment. 7 0 X X 3
52.3 Authorize the release of the
material. 5 5 0 X ¢
53, Complete and route the proper dis-
position documents for accounting 10 5 0 X X ¥
and purchasing records.
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Difficulty

Percentages Modal Frequency
Performing Task of Performance Level
o /] v / “’w (2] /
& f S [s
& v [fE Jr §F /S )9
“/ ] .15' Q 0 ~
& 9 5 () c /b 7
g /.o W /5 [
v Y ol /N AT /& iy
\5 ‘(/5 ,Ef f;".,g -ll/uﬁu (] Qw g')z'o'.z
’;’ Q? Q.o '\‘/s' A Q’AwQQ '$ & w &
'Q, o) ~ Aw g, v (o] (9]
& /6 7 [N S F S [P
Department Head - Q S/ e‘}.{? /¥ /e
SUPPLEMENTARY TASK LIST 3 1)
VIII.-A Receive and file receiving copies of
purchase orders.
27. Receive and file receiving copy 32|24 | 33| x X X
: of purchase order.
: 27.1 File receiving copy of
% purchase order in alpha- 12114 | 33] x X X
; betical file by name of
, vendor and then by purchase
| order numnber.
t VIIL.~-B Receive materials delivered by
‘ vendors.
E 28, When carrier arrives at loading
dock, check carrier's manifest 20119 | 17 X X X
to ascertain proper delivery
addressee.
28.1 Check with purchasing or
other appropriate department 15 | 14 0 X X %
{s) if necessary.
28.2 Re-Direct Carrier, if not
proper delivery addressee. 17 114 0 X | X X
29. Participate in unloading and check
shipment, if proper delivery 25 l16 117 X X y
addresses.
29.1 Locate receiving department
copy of purchas: order ap- 12 |22 17 X X X
plicable to shipment delivery
and compare with carrier's
manifest.
29.2 If in order, participate in
f ‘ unlocading containers from 10 | 8 o X 3
: carriars vehicle.
29.3 Compare number of shipping con-
tainers unloaded against car- |22 |24 17 X X A
rier's manifest to make certain
they agree.
29.31 Note shortage, if any, on
carrier's receipt which re-
ceiving clerk signs. 24 (27 0 X X X
% 29.4 Inspect shipping containers
' for external damage. 32 R4 17 X X b
29,41 Any damage found should be in-
spected by carrier's driver 24 |22 |17 X X p
and noted on carrier's receipt
which receiving clerk signs.
E
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Percentages Modal Freguency Difficulty

t\ Performing Task of Performance Level
> /
3 (4
o
&
w [ &
/5 /) &
& o
F /i) &N
AN/
L AN
o /G & )6
Department Head - Q 2
SUPPLEMENTARY TASK LIST 3
29.5 Receiving clerk dates and ]
signs carrier's receipt re-
lieving carrier of responsibi-
24 | 24 17 X X K

lity for loss or damage to
materials other than noted on
receipt, or concealed damage.

VIII.-D Deliver materials to storeroom or
using departments.

32. Deliver materials to storeroom
or to requesting department as 27 16 0 X X X
shown on purchase order.

32.1 Obtain signature of person
on rxeceiving report to show 20 19 0 X X K
materials were delivered.

33. Verify services received. 24 | 19 0 X X

Ak
ol

33.1 Requisitioning department
verifies that sexvices have 19 14 0 X X
been satisfactorily per-
formed as requested.

o]

33.2 Receiving documents are routed
to appropriate department for |20 | 14 0 X X X
processing,

IX.-A Return materials to vendors.

34. Materials to be returned to vendor. 27 16 0 X X

34.1 Using Department notifies

purchasing of goods to be re- 20 16 0 X X X
turned to vendor.
34.2 Purchasing verifies that re-
turn is authorized. 12 11 0 X X X
] 34.3 Purchasing determines ap-
3 propriate disposition. R 8 0 X | X X
34.5 Purchasing advises Using
Departments of steps to be 7 11 0 X X X
taken.
34.51 Hold materials for further
instructions. 15 8 0 X X X
34.8 Carrier provides receipt for
pickup of materials. 10 8 0 X X ]
;
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Pexrcentages Modal Fregusncy

Difficulty

Performing Task of Partormaqcf Laval
4 ]
j? ¥ /e &
£ j‘ v F /S /-
& : & 19 /7
& i Yy §/5 /5
5 /7 /8 G & 4 7
S TEG NG/ o é
& & I8 7YY g 5
Depaxtment Head - (% Q?.' ¥/ &
SUPPLEMENTARY TASK LIST 4 )
X.~A Fill storeroom stock requisition.
36. Storerocn recaives stook reguisition.|}is {13 | 17 X A
36.1 Check reguisition. 17 {19 0 X X
36,11 For validity. 15 (14 0 X X
36,12 For proper authcrization. 12 11 0 X ) ¢
36.2 Fill approved requisition with
items from stook. 19 114 |17 X X
36.3 Indicate on requisitiocn guan-
tities of stock dispensed. 15 114 |17 X ¥
36.4 Deliver materials to xe-
questing depaxtment as shown 1% |11 | 17 X 4
on stock requisition.
36.41 Obtain signature of authorized
person to whom materials were 10 |11 0 X1 X X
deliverad on stock requisition.
36.5 PForward stock raquisition to
inventory contxol. 7 |11 |17 X X
X.~B Service storeroom replacemént carts.
37. Storerocom services exchange carts.
37.1 Determine what Using Depart-
ment has taken from replace- 10 |14 0 X X
ment cart.
37.2 Prepare requisition to charge
department for what has been 10 |14 17 X X
used.
37,3 Restock cart to quota capacity. |10 |14 0 X X
37.4 Route raquisition to inventory 5 |11 0 X X
control.
XI.~-A Process storeroom stock raceiving re-
ports.
38. Inventory control receives re- i2 (14 |33 X b 4
ceiving report(s).
39. Process storercom stock receiving 10 |14 |33 X X
reports,
39.1 Enter receiving information
into inventory control 10 |14 {33 X ]
system.
39.2 Bring balance on hand up to _
date. . 12 |16 33 X X
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Percentages Modal Frequency Difficulty
pexforming Task of Performance Level

o o~
& o o 4 g,
FIE) S s [EARL N5/ )55
& /8] S NEIE IS E)E)ES
Department Head - Q VS a'}w & /¥ q'ywqf’
SUPPLEMENTARY TASK LIST 4 * %
39.3 TForward receiving report to
purchasing. 2 {0 X ¥
XI.~B Process gtoreroom stock requisitions.
40. Receive issued stock requisitions, 51 11| 17 X X
40,1 Enter stock issue information
into inventory control system. | 12 817 X X
40.2 Enter price information to
stock requisition as required 10 8l 0 Xx1x K
by the system.
40.3 Bring balance up to date. 7 11117 X X X

40.4 Forward stock requisition
(charging information) to
accounting department for
expensing.




200 Beds or More

100-199 Beds

Under 100 Beds

Extended Care Fac.

200 Beds or more

100-199 Beds

Under 100 Beds

Extended Care Fac.

200 Beds or more

100~199 Beds

Under 100 Beds

Extended Care Fac.

APPENDIX G

BIRMINGHAM

*Baroness Erlanger Hospital
*Baptist Medical Center

*Jeff Anderson Memorial Hosp.
*St. Judes Catholic Hospital

Sam Howell Memorial Hospital
*Athens-Limestone Hospital

*plantation Manor
St. Lukes Nursing Home
BOSTON

Peter Bent Brigham Hospital
Memorial Hospital

Faulkner Hospital
*hayer Hospital

Mary Lane Hospital
Falmouth Hospital

Hebrew Rehab. Center for Aged
Cambridge Nursing Home
CHICAGO

Chicago Wesley Memorial Hosp.
*Memorial Hospital

*elnor Hospital
Beloit Memorial Hospital

*DeKalb Public Hospital
Bethany Brethren Hospital

Hearthside Nursing Home
Fox River Rehab. Center

LIST OF HEALTH CARE FACILITIES SELECTED FOR NATIONAL SURVEY

Chattanooga, Tennessee
Birmingham, Alabama

Meridian, Mississippi
Montgomery, Alabama

Cartersville, Georgia
Athens, Alabama

McCalla, Alabama
Birmingham, Alabama

Boston, Massachusetts
Worcester, Massachusetts

Boston, Massachusetts
Waterville, Maine

Ware, Massachusetts
Falmouth, Massachusetts

Boston, Massachusetts
Cambridge, Massachusetts

Chicago, Illinois
Kenosha, Wisconsin

St. Charles, Illinois
Beloit, Wisconsin

DeKalb, Illinois
Chicago, Illinois

Chicago, Illinois
Chicago, Illinois

*Purchasing survey responses received from one or more employees.
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200 Beds or more

100-199 Beds

Under 100 Beds

Extended Care Fac.

200 Beds or more

100-199 Beds

Under 100 Beds

Extended Care rac.

200 Beds or more

ST e e T TR T R e

' 100-199 Beds

Under 100 Beds

Extended Care Fac.

DENVER

*St. Marys Hospital
*St. Lukes Hospital

Memorial Hospital of Laramie
County
*Poudre Valley Memorial Hosp.

*Alamosa County Hospital
Longmont Community Hospital

Ivy Manor Nursing Home
Eventide Nursing Home

LOS ANGELES

*Kaiser Foundation Hospital
*Santa Monica Hospital

*Morningside Hospital
*West Valley Community Hosp.

*Community Hospital of Gardena
*Garden Park General Hospital

Kaiser Extended Care Fac.
*Culver City Convalescent Hosp.
SEATTLE
*St. Francis Xavier Cabrini
Hospital

*Emmanuel Hospital

*St. Josephs Hospital
*Vancouver Memorial Hospital

*Tri-State Memorial Hospital
*West Seattle General Hosp.

*Mt. Baker Convalescent Home
*I,. C. Foss Sunset House

Grand Junction, Colorado
Denver, Colorado

Cheyenne, Wyoming
Fort Collins, Colorado

Alamosa, Colorado
Longmont, Colorado

Denver, Colorado
Longmont, Colorado

Panorama City, California
Santa Monica, California

Los Angeles, California
Encino, California

Gardena, California
Anaheim, California

Panorama City, California
Los Angeles, California

Seattle, Washington
Portland, Oregon

Aberdeen, Washington
Vancouver, Washington

Clarkston, Washington
Seattle, Washington

Seattie, Washington
Seattle, Washington

1 *Purchasing survey responses received from orie or more employees.
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