Personal Protective Equipment (PPE)
Ordering & Payment Arrangement
	
	
	Department supervisor conducts PPE need assessment using HSE Form 19 and send to DHSO

	
	

	
	
	
	
	

	
	
	If there is a need, DHSO/PPE Designated Control Officer fills in standard PPE order forms (HSE Form 20) and keep HSE Form 19

	
	

	
	
	
	
	

	
	
	DHSO fax order form(s) -- (HSE Form 20) to supplier(s)


	
	

	
	
	
	
	

	Suppliers prepare  delivery record by Dept/item/qty/amount to HSEO for reference


	
	Supplier delivers PPE to department with invoice and/or Delivery Note (DN)

	
	

	
	
	
	
	

	HSEO consolidate the records


	
	Department signed on the invoice (using direct purchase chop) & send to FO together with DN/invoice (use dept budget and account no.)


	
	DHSO send users of respirator & harness to training session organized by HSEO and qualitative fit test for respirator (by HSEO)


	
	
	
	
	

	
	
	FO arrange payment


	
	


Remarks: If the PPE required is not under the central blanket order, department user could fill in item 24 in HSE Form 19 for DHSO/department consideration and purchase, DHSO could seek advice from HSEO. DHSO should keep HSE Form 19 for HSEO information & monitoring and for review by other relevant parties.
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