
Vendor Representation in the Hospital
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Vendor Schedules their 
Appointment with the 

Appropriate OR/Clinical Office  

Clinical Office 
informs Materials 
Management of 
vendor visit via 
email/Outlook

Materials Management will process 
the vendor through the  EL Vendor 
Tracking System, Checking their 

Health Stream Status

Vendor checks in with 
Materials Management 

(FB023) when they 
arrive at UCHC

If vendor is cleared, 
or an emergency situation 

exists, a Hall Pass will 
be produced

If vendor is not cleared, 
they will not be allowed access 

to the Hospital Unit

Vendor will 
proceed to 

their 
approved 

destination

When completed with 
their business, the 
vendor will report 
back to Materials 

Management

Materials Management will 
have the vendor check out 

through the EL Vendor 
Tracking System

Materials Management 
will inform the vendor to 

register with Health 
Stream

Materials Management 
will inform the 

Appropriate Clinic 
Office

MM will enter appropriate data in EL 
System
MM will take photo ID
MM will scan drivers license
MM will inform vendor of procedures
MM will produce Hall Pass and present to 
vendor

ADHOC Vendor Visits
Emergencies
Special Needs
Informational

Cold Vendor Visits 
Walk-Ins
Unscheduled

If an emergency 
situation existed, the 

vendor will be required 
to take corrective action 
before their next visit. 

Vendor will contact 
Materials 

Management as soon 
as issue has been 

corrected
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