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NEW/AMEND INTERNAL DELIVERY ADDRESS (IDA) REQUEST FORM

New IDA –  Yes  or  No   (please circle)          Amendment to an existing IDA –  Yes  or  No (please circle)
	Name of Requesting Person
	

	Job Title
	

	Department Name
	

	Division / Directorate
	

	Telephone Number
	

	Email
	

	Cost Centre
	

	IDA Code (if already existing)
	

	Proposed IDA Name
	

	Hospital/Site
	

	Address Line 1
	

	Address Line 2
	

	Post Code
	


Authorisation by Budget Holder
	Name
	

	Job Title
	

	Signature
	

	Date
	



For PPS Use Only
	IDA Code
	

	IDA Description
	


	NHSSC Site Survey Required (Yes or No)
	

	NHSSC Assigned Depot
	

	NHSSC Preferred Delivery Day
	

	Email to Finance for set up on eFin
	

	Email to PPS Helpdesk to set up on PECOS (Inc. ANA Mapping)
	

	Email to Scan4Safety to set up on Genesis (if requires)
	

	Confirmation to Requesting Person
	

	Inform Supplies Store Staff
	

	
	

	
	


Email completed form to 
fazal.malik@nhs.net (for Royal Free Hospital)
h.shanahan@nhs.net (for Barnet Hospital & Chase Farm Hospital)
[image: image1.jpg][image: image2.png]