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Vendor Visitation Procedure  

 

 
Purpose 
 
This Procedure outlines the processes, process owners, and steps to initiate, request, evaluate, coordinate, 
and schedule approved visitation request for Vendors visiting Cleveland Clinic Abu Dhabi (CCAD) premises 
(during or off business hours) for the purpose of marketing or distributing information regarding the use of 
Vendor products or soliciting business services.   
 
This Procedure aims to ensure identification and reasonable control of visiting vendors, while minimizing 
disruption of care, ensuring patient safety, privacy and confidentiality.  
 
Procedure 
 
Vendors will not be permitted to meet Caregivers (Clinical and Non-Clinical) without prior appointment. Any 
Vendor visitation request received in person, via phone or any other medium, must be coordinated by Supply 
Chain (SC). Please refer to Supply Chain email below. 
 
Vendors who already provide specific products or services to CCAD as part of a contractual agreement, 
whether stationed within CCAD or not, and are interested in marketing or distributing information regarding 
another product or soliciting for another service outside of their current contractual agreement, are also 
required to follow this Procedure. 
 
Vendors requesting a follow-up visit to a previously approved and completed visit are required to follow the 
processes detailed herein; however, Vendors are only required to complete the Vendor Visitation 
Questionnaire each time a new product/service is being marketed/solicited. 
 
Visits stipulated as part of CCAD’s contract with Vendors do not require coordination with SC; such visits can 
be directly coordinated with the concerned Caregiver. 
 
The Procedure does not apply to the activities of entities that lease CCAD property.  
 
For the purpose of segregation of duty and checks and balance, the Concerned Caregiver cannot be the 
same as other Process Owners- the Director of Planning and Procurement (DOPP), Category Manager, 
Procurement Specialist, Procurement Manager (PM), Compliance Manager, Quality & Performance Analyst, 
Medical Secretary, or Administrative Assistant. In instances where the Concerned Caregiver is any of the 
Process Owners, another Process Owner in similar title shall implement the process, or the Process Owner 
shall be excluded from the process. For example, if a Category Manager (CM) or Procurement Specialist (PS) 
is the Concerned Caregiver, another CM or PS will be responsible for implementing the steps delegated to 
CM or PS herein; also, if the PM is the Concerned Caregiver, the PM will be excluded from evaluating the 
Conflict of Interest. 
 
The following are the steps to request, evaluate, coordinate, schedule, and cancel approved Vendor visitation. 
 
1. Initiating Vendor Visitation Request 

 

1.1. Vendor sends email with request to visit CCAD and a brief description of the purpose of the visit, to 

Supply Chain email. 

1.2. In the event a Vendor marketing products or soliciting for a business service contacts any Caregiver 

other-than the Concerned Caregiver, the contacted Caregiver informs the Vendor to send an email 
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containing a brief description of the purpose for the visit, with the Subject: “Request to Visit CCAD” 

to Supply Chain email. 

 

1.3. In the event a Vendor directly contacts a Concerned Caregiver- in person, via phone or any other 

medium, for the purpose of marketing products or soliciting a business service: 

1.3.1. The Concerned Caregiver, if disinterested in meeting the Vendor, politely informs the 
Vendor (via call or phone) of the disinterest. Process ends. 

1.3.2. The Concerned Caregiver, if interested in meeting the Vendor, advices the Vendor to send 
an email containing a brief description of the purpose for the visit, with the Subject: 
“Request to Visit CCAD” to Supply Chain email. 

1.3.3. Please proceed with step 2.2.2. 
 

2. Visitation Request by Vendor 

 
2.1. Upon receiving the Vendor visitation request, the CM or PS forwards the Vendor email request to 

the Concerned Caregiver and ask if he/she is interested in meeting the Vendor. 

 

2.2. Upon receiving the Concerned Caregiver’s response,  

2.2.1. If the Concerned Caregiver communicates disinterest in meeting the Vendor, the CM or PS 

politely informs the Vendor (via call or phone) of the disinterest. 

2.2.1.1. No further process. 
2.2.2. The CM or PS, if the Concerned Caregiver is interested in meeting the Vendor, sends an 

email to the Vendor using the Initiating Vendor Visitation Request Email Template and 

requests the Vendor to complete the Vendor Visitation Questionnaire.  

 

3. Evaluation of Vendor Visitation Questionnaire 

 

3.1. The Vendor completes and emails the signed Questionnaire in reply to the CM or PS. 

 

3.2. Upon receiving the Questionnaire from the Vendor, the CM or PS reviews the Questionnaire to 

ensure it is signed and stamped with the company stamp (only applicable to UAE based 

companies). 

3.2.1. The CM or PS also uses the following list as guide in evaluating whether to reject or 

approve Vendors’ visitation request. 

3.2.2. Questionnaires without signature will be evaluated as ‘reject’. 

3.2.3. Questionnaires with questions left unanswered should be evaluated based on the 

significance of the information not provided, and an evaluation response- reject or 

approved, reached. 

 

3.3. Conflict of Interest through Relationship (Question #7 of the Questionnaire): The CM or PS emails 

the list of relationship disclosed by the Vendor to SC Director of Planning & Procurement (DOPP), 

the Procurement Manager (PM), and the Quality & Performance Analyst.  

3.3.1. The DOPP, the PM, and/or the QPA, in consultation with the Compliance Manager (as 
necessary) evaluates whether the disclosure constitute conflict of interest, and the level of 
significance. 

3.3.2. The QPA emails the conflict of interest deemed significant to the Compliance Manager, for 
record purpose. 

3.3.3. The QPA also sends an email to the CM or PS with the Conflict of Interest evaluation 
reached. 
3.3.3.1. Questionnaire deemed to have significant relational Conflict Of Interest must be 

evaluated as ‘reject,’ and all further evaluation stopped. 

3.3.3.2. Questionnaire with disclosed Conflict of Interest but deemed non-significant 

relational Conflict of Interest should be further considered in the evaluation 

process.  

 

3.4. Conflict of Interest through Financial Interest (Question #8 of the Questionnaire): The CM or PS 

emails the list of financial interest disclosed by the Vendor to the SC Director of Planning & 
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Procurement (DOPP), the Procurement Manager (PM), and the Quality & Performance Analyst 

(QPA).  

3.4.1. The DOPP, the PM, and/or the QPA, in consultation with the Compliance Manager (as 
necessary) evaluates whether the disclosure constitute conflict of interest, and the level of 
materiality. 

3.4.2. The QPA emails the disclosure deemed as material financial Conflict of Interest to the 
Compliance Manager, for record purpose.  

3.4.3. The QPA also sends an email to the CM or PS with the Conflict of Interest evaluation 
reached. 
3.4.3.1. Questionnaire deemed to have material financial Conflict Of Interest must be 

evaluated as ‘reject,’ and all further evaluation stopped. 

3.4.3.2. Questionnaire deemed to have non-material financial Conflict Of Interest should 

be further considered in the evaluation process.  

 

3.5. The CM or PS liaises with, and emails the evaluation points and decision to the Concerned 

Caregiver.   

 
3.6. The CM or PS completes the ‘CCAD Category or Procurement Specialist Evaluation’ section of the 

Questionnaire. The following are steps to perform for each evaluation response. 

3.6.1. Reject Visitation  

3.6.1.1. The CM or PS emails the evaluation response to the Vendor using the Vendor 

Visitation Rejected Email Template. 

3.6.2. Approve Visitation  

3.6.2.1. The CM or PS emails the evaluation response to the Vendor using the Vendor 
Visitation Approved Email Template. 
3.6.2.1.1. If Vendor checks ‘Yes’ to Question 1 of the Pre-Questionnaire 

section of the Questionnaire, the CM or PS also attaches the Vendor 

Management Policy and the Vendor Code of Conduct to the email, or 

3.6.2.1.2. If there has been updated version of the Vendor Management Policy 

and/or Vendor Code of Conduct after the date the Vendor indicated 

in Question 2 of the Pre-Questionnaire section of the Questionnaire, 

the CM or PS also attaches the Vendor Management Policy and the 

Vendor Code of Conduct to the email. 

  

4. Scheduling of Approved Vendor Visitation 

 

4.1. The CM or PS sends an email to the Medical Secretary (MS) or Administrative Assistants (AA) of 

the Concerned Caregiver, requesting him/her to: 

4.1.1. Assign a Clinical Staff Caregiver(s) (‘Escort’)- This is only if the Vendor is visiting Patient 

Care Area- include Nursing units, the Emergency area, Outpatient area, Operating Room 

(OR) area, Radiology area, other inpatient/outpatient areas, and Patient areas- such as 

corridors, where Patients wait to obtain such care or services. 

4.1.2. Coordinate appointment date and time with the concerned Caregiver, the Escort (if one is 

assigned), and the Vendor. 

4.1.3. Send an email with the appointment time and date to all parties including the Security 

Department and CC to the CM or PS.  

4.1.4. The CM or PS also attaches the following contact information to the email: 

4.1.4.1. Name(s) and email address(es) of the Vendor approved for visitation. 
4.1.4.2. CCAD Security Department, 

SecurityCommandCentre@ClevelandClinicAbuDhabi.ae.  
4.1.5. The CM or PS also informs the MS or AA if he/she will be present at the meeting. 

 
4.2. The MS or AA assigns an Escort if the Vendor is visiting Patient Care area, and coordinates Vendor 

visit schedule with the concerned Caregiver, the Vendor, the Escort (if one is assigned), and the CM 

or PS. 

4.2.1. The MS or AA must have received an email request (step 4.1) from the CM or PS, to grant 

Vendor access to meet a Concerned Caregivers. 

mailto:SecurityCommandCentre@ClevelandClinicAbuDhabi.ae
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4.3. The MS or AA sends an email with the Subject: ‘Vendor Visitation Schedule’, and containing the 

following details, to the Vendor and cc’s the Security Department, the Escort (if one is assigned); 

and the CM or PS. 

4.3.1. The appointment date, meeting location and time. 

4.3.2. Instruction for the meeting location, using the Instruction for Vendor Meeting Location 

document. 

 
5. Vendor Visitation: Day of Visit 

 

5.1. Vendors Scheduled to Meeting Locations in Al Maqam: 

5.1.1. Vendors scheduled to meeting locations in Al Maqam Tower proceeds to Al Maqam 

Reception Security Officer, and inform Al Maqam Reception Security Officer of meeting 

schedule. 

5.1.2. Al Maqam Reception Security Officer reviews Vendor’s ID and issues a Visitor Pass. 

5.1.3. Vendor proceeds to CCAD Security Front desk of the floor, in Al Maqam, where meeting 

will be held. 

5.1.4. Please proceed with step 5.3.  

 

5.2. Vendors Scheduled to Meeting Locations in CCAD Hospital:  

5.2.1. Vendors scheduled to meeting locations in CCAD Hospital proceeds to CCAD Hospital P3 

Security Front Desk. 

5.2.2. Please proceed with step 5.3.  

 

5.3. The Escort (if one is assigned) waits at the CCAD Security Front Desk to receive the Vendor(s). 

 

5.4. Upon arrival of the Vendor, the CCAD Security personnel on duty checks 

SecurityCommandCentre@ClevelandClinicAbuDhabi.ae, for Vendor’s visitation schedule from the 

MS or AA:  

5.4.1. If the CCAD Security personnel is unable to confirm Vendor Visitation schedule from the 

MS or AA, for the Vendor: 

5.4.1.1. The CCAD Security personnel advices the Vendor to send an email containing a 

brief description of the purpose of visit, with the Subject: “Request to Visit CCAD” 

to Supply Chain email below. 

5.4.1.2. Proceed to step 2.1. if Vendor subsequently sends request to Supply Chain 

email; otherwise, this process ends. 

5.4.2. If the CCAD Security personnel has a valid ‘Vendor Visitation Schedule’ email from MS or 

AA, for the Vendor: 

5.4.2.1. For validity check, the CCAD Security personnel reviews the confirmation email 

to ensure it is from a MS or AA and that the CM or PS is cc’d. Emails without a 

CM or PS copied are deemed invalid; the CCAD Security personnel in such 

instance must refuse the Visitor entry. 

5.4.2.2. The Vendor requests the Vendor to complete the Visitation Log with time of 

arrival, purpose of visit, name of Caregiver vendor is visiting, and signature. 

5.4.2.3. The CCAD Security personnel obtains the Vendor(s) identification card, confirms 

the identity, and retains the ID card. 

5.4.2.4. The Security personnel issues the Vendor a Visitor badge 

5.4.2.5. The CCAD Security personnel or the Escort (if one is assigned) directs or takes 

the Vendor to the meeting location.  

5.4.2.6. The Escort accompanies Vendor visiting Patient Care Area, throughout the 

Vendor’s visit. 

5.4.2.7. The CM or PS may be present to participate in the Vendor visitation meeting, 

where the Vendor is marketing his products or soliciting for business services. 

 

6. Product Sampling 

mailto:SecurityCommandCentre@ClevelandClinicAbuDhabi.ae
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6.1. The concerned Caregiver notifies SC of any sample the Vendor presents. Please refer to the 

Receiving of Samples Procedure for further details. 

 

7. Document Filing 

 

7.1. The CM or PS saves all Vendor visitation related documents in the ‘Vendor Visitation Schedule’ 

folder located in the Supply Chain YDrive.   

 

8. Vendor Visitation Schedule Cancellation 

 

8.1. Vendor sends a Vendor cancellation notification in reply to the MS, AA CM or PS. 

 

8.2. The contacted Process Owner emails the cancellation notification to the concerned Caregiver, the 

Escort (if one is assigned), and/or the MS, AA CM or PS. 

8.2.1. Vendors are requested to send visitation cancellation email 24 hours prior to their 

scheduled appointment. 

  

8.3. The CM or PS sends an email stating that the Vendor Visitation Schedule has been cancelled, to 

the Vendor, the concerned Caregiver, the Escort (if one is assigned), and/or the MS or AA. 

 

Oversight and Responsibilities   
 

1. The Category Manager (CM) is responsible for processing Vendor Visitation requests, evaluating 
Questionnaires from Clinical Vendors, and communicating Vendor Visitation Request Evaluation response 
to the Concerned Caregiver, Medical Secretary (MS, for Clinical Vendors) or Administrative Assistants 
(AA, for Non-Clinical Vendors) of the Concerned Caregiver, and the Vendor. 
 

2. The Procurement Specialist (PS) is responsible for processing Vendor Visitation requests, evaluating 
Questionnaires from Non- Clinical Vendors, and communicating Vendor Visitation Request Evaluation 
response to the Concerned Caregiver, Medical Secretary (MS, for Clinical Vendors) or Administrative 
Assistants (AA, for Non-Clinical Vendors) of the Concerned Caregiver, and the Vendor. 
 

3. The Medical Secretary (MS) or Administrative Assistants (AA) of the Concerned Caregiver is responsible 

for assigning a Clinical Staff Caregiver for Vendors visiting Patient Care Area; coordinating Visitation 

schedule and emailing the Visitation schedule (for Vendors approved to visit) to the Vendor, the 

Concerned Caregiver, the Escort (if one is assigned), the CM or PS, and the Security Department. 

4. All CCAD Caregivers are responsible for directing Vendors to contact SC, or to CCAD Security front desk. 
 
5. Security Department is responsible for issuing Visitor’s badge to vendors pre-approved for visitation, and 

maintains a log of Vendor’s visit consisting time of arrival, time of departure and Vendor signature.  

Definitions  
 
1. CCAD premise: Floors dedicated to CCAD in Al Maqam Tower, CCAD Hospital, and any other CCAD 

business sites. 
 

2. Contacted Caregiver: Any Caregiver other than the Concerned Caregiver, as defined below. 
 

3. Concerned Caregiver: Caregiver that has direct interest in meeting the Vendor. 
 

4. Escort: Clinical staff Caregiver. 
 

5. Patient Care Area: Patent Care area include Nursing units, the Emergency area, Outpatient area, 
Operating Room (OR) area, Radiology area, other inpatient/outpatient areas, and Patient areas- such as 
corridors, where Patients wait to obtain such care or services. 
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6. Process Owners: Individuals primarily responsible for implementation of the steps. 
 

7. Vendor: A company that supplies or intends to supply goods and/or services to CCAD. This constitutes 
manufacturers, suppliers, distributors, or providers of products, equipment or services, or their 
representatives- sales person, manager, liaison, account executive, contact, administrator, company 
technician, clinical support, nurse clinician, home healthcare personnel, manager, or medical/scientific 
liaison, or service agents. 
  

8. Vendor Visitation: The approved presence of a Vendor at CCAD, for the purpose of soliciting, marketing 
or distributing information regarding the use of products or services not already procured by CCAD under 
the Contractual or P.O. Terms. 
 

References 

1. Supply Chain email:  

Vendors marketing Clinical goods or soliciting for Clinical services can reach SC at DL-
ClinicalCategoryManagers@ClevelandClinicAbuDhabi.ae. 
For Vendors marketing Non- Clinical goods or soliciting for Non- Clinical services can reach SC at DL-
SCMNonClinicalProcurement@ClevelandClinicAbuDhabi.ae. 

2. Vendor Code of Conduct. 
3. Vendor Management Policy. 

Institute / Department / Committee Involved in Procedure Development / Revision 
1. Supply Chain.  
2. Protective Services (Security) Department. 
 
Contact for Questions / Clarifications 

1. Supply Chain Category Managers. 

Related/Supporting documents 

1. Appendix A: Initiating Vendor Visitation Request- Email Template.  

2. Appendix B: Instructions for Vendor Meeting Location. 

3. Appendix C: Vendor Visitation Approved- Email Template.  

4. Appendix D: Flow Chart: Vendor Visitation Procedure 

5. Appendix E: Vendor Visitation Questionnaire 

6. Appendix F: Vendor Visitation Rejected- Email Template. 
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Appendix A: Initiating Vendor Visitation Request- Email Template 
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Appendix B: Instructions for Vendor Meeting Location  
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Appendix C: Vendor Visitation Approved- Email Template 
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 Appendix D: Flow Chart: Vendor Visitation Procedure 
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Appendix E: Vendor Visitation Questionnaire  

 
 
 
 
 
 

For Reference Only 
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Appendix F: Vendor Visitation Rejected-Email Template 
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