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SOP - REQUISITION - PSM'- 01

Requisition of Supplies

1) TITLE : . N
Standard Procedure for requesting health commodities from the

respective store (Central/State Region/Township)

2) SCOPE :

Requisitions to facilitate inventory control and provide a
tracing mechanism for ensuring timely ordering of the right
health commodities in the right time. Stock levels are routinely
monitored & maintained within the minimum and maximum
thresholds to eliminate the risk of stock-out.

3) INPUT :

Requisition/Indent Form (Annexure — 1)

The in charge of the store or his/her designated person estimate
the stock needs according to define rules and regulation based on the
following data;

- Past consumption data/figures
Minimum and maximum quantity threshold limit (Buffer
Stock)

. Patient records/registry data/report
- Aggregating requisitions
o - Target population . .
3 - Current stock levels and its expiry date

- Stocks already under order or in process
- Lead time required for stock arrival

. Endemicity and seasonal variation (for malaria)
- Number of health care providers (for malaria)
- Emergent requirements

/Page -1



The store in charge or his/her designated
person completes the requisition/indent form and
forwards it to Regional Officer/Township Medical
Officer for his/her approval.

Step for completing requisition/indent form

For each requisition/indent form enter;

v The number and unit of the item in stock with expiry date

v The number and unit of the item requested

v Date the delivery is needed by sign, stamp, and record name and the date that the
request was prepared

Regional Officer/Township Medical Officer returns the signed requisition/indent form to
the store in charge, who submits the requisition/indent to the appropriate store for fulfillment.

- Original copy of requisition/indent form is forwarded to appropriate higher store
- One copy of requisition/indent form is retained by the requested store

- One copy is retained by person signing copy of requisition/indent form

The higher level store validates the requisition by providing approval/adjustment and re-
cord for every requisition approval date.

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other health
commodities

/ Page - 2



SOP - RECEIVING - PSM - 02

Requisition of Supplies

1) TITLE :

Standard Procedure for receiving health commodities
from the respective store (Central/State Region/Township)

2) SCOPE :

3) INPUT :

- Notification of arrival (Telephone, Fax, Email, etc.)
- Requisition/Indent/Distribution plan (Annexure -1)
- Shipping Documents (Delivery Note, Issue Voucher, Waybill,

Packing List etc.) (Annexure -2)

e Unpacking and Checking (Unpacking and Checking Form)

(Annexure — 3)

4) PROCEDURE :

To verify the goods received in store in terms of quantity
and quality and determine need for remedial action when
necessary. The goods received are accepted or rejected.
Those goods that are accepted are taken into stock, and
those that are rejected are stored in the area earmarked
for it for disposal/ reverse logistics to supplier. Records
are updated regularly with appropriate information.

Receive of notification of arrival of a shipment by telephone,
fax, email, etc.

Type of commodity and storage condition (Cold Chain)
Estimate arrival date of the goods
Mode of transportation (Plane, Ship, Train, Truck, etc.)



Verify quantity, quality and specification of the product which is being received compared to
what was requested. The following situation may occur:

- The consignment is correct
- The consignment is short e.g., one or more packages are missing

- The number of packages in the consignment is correct but on examining the breakages are
found or portion of it is unfit for issue

- The number of packages is correct
but articles received are not those

requested/indented

e |f discrepancies found — discrepancy details to include batch mismatch and variation in
information for individual items; inform shipper i.e.,Upper Level Store of the incorrect
shipment to take corrective action.

e If no discrepancies - identify and estimate sufficient space needed for storage of the
incoming shipment and earmark appropriate storage space, i.e., cold chain, security.

On the arrival of Goods, remove it immediately
from carrier and tally the received goods with the
“delivery note” in presence of the transporter/de-
liveryman.

e Check the goods with the shipping documents to ensure that the quantity received is as per
packing list and that they are in good condition. If no discrepancies — sign on the delivery
note/waybill and hand it to the transporter/deliveryman to the shipper for payment. .

e At this point goods can either be quarantined or stored in appropriate storage, prior to the
detail inspection.
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e |f good found damaged - separate damaged

& unsealed packages from intact and sealed
ones. That damaged and unsealed packages
should be kept at place earmarked for the
damaged/defective goods and not be used
until receipt of further instructions from the
shipper.

e Record any discrepancies (losses, damages
and short deliveries etc.) on the delivery note/
waybill and ask the transporter/deliveryman to
sign and acknowledge.

e Inspect the shipment based as per the criteria i.e. goods specifications, correct quantities
received, usable or damaged goods and this inspection would require authentication &
signature by a committee consisting of two or three members.

®* In case of damage or discrepancies found -note damaged items or discrepancies on the
inspection report and notify shipper (Concern Agencies) for the corrective action and wait for

further response on the mater.

Record authorization of receipt by appropriate individuals.

After goods are checked and approved, release
stock and moved them for storage in the

appropriate place in the warehouse.

e Store the goods at the designated place in the warehouse and create/update bin card/stock
card per item wise.

e Update stock records with quantity received per batch number, expiry date, etc.



e The overall responsibility for the implementing of this procedure is that of the logistics/
warehouse In-charge/ Head, personnel based on that level at which the process is occurring
(central, state/region, township and health facilities). The head of office would constitute a
committee of 3 members for the receiving/ verifying the drugs, testing kits, reagents, medical
equipment and other goods that are being received by the warehouse/store. At least one of the
members of the committee would be from the user/ medicine background, preferably a doctor.
The TOR of the committee would be as under:

[. The user / medical doctor would be
chairman / head of this committee.

[I.  The second member of the committee can either be from Finance or administration side.

[Il.  The Warehouse/Store In-charge would be the third member and member secretary of the
committee who would be responsible for convening meeting on arrival of goods, preparing &
maintaining minutes of the meeting of the same.

V. The tenure of this committee should preferably be for one month for continuity purpose.

V. The committee would meet immediately on
the arrival of the goods, and if not possible,
it should definitely meet within 48 hours
after arrival of the goods.

VI. The committee would verify the goods received with the indented goods, delivery note,
packing list and the record of any short supply, breakage, supply of goods not as per the
technical specifications, for cold chain goods, cold chain not maintained etc. and minute
them in its board proceedings. The minutes would be dispatched to consignor/shipper and
the National Program within 48 hours of arrival of the goods in the, in store.

VII.  One member would count the goods received
and the same would be validated by the other

member by recounting the same once again.
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VIIlI.  The goods received would be taken in ledger within 24 hours after the counting of the store
by the committee. A receipt voucher would be generated a copy of which would be sent to
the consignor for his documentation.

5) REFERENCES :

[X.

The entire quantity of goods received
as per invoice will be taken on charge
(in ledge) initially but for short supplies,
if any. In case of breakages or damaged
goods received, the same would be charged
off after approval of Competent Financial
Authority. The appropriate authority to
approve charging off such stores is vested
in appointments as per laid down finan-
cial powers. In case of shortage in stores,
the supplier will either supply the balance
consignment or amend the invoice as per
the supplies received and the same taken
on ledger charge.

WHO guidelines for the storage of essential medicines and other health

commodities



SOP - STORAGE & HANDLING - PSM - 03
Storage & Handling of Supplies

1) TITLE :

3) INPUT :

Receiving and Checking Supply (Unpacking and Checking

Form)(Annexure — 3)

Storing Supply in Location (Stock Card/Stock Book) (Annex-

ure — 4 and 7)

Monitor Stock Environment (Temperature Control Card/
Physical Inventory Count Form) (Annexure — 5)

Monitor Stock Movement (Indent Form/Supply Delivery Form)
Update Record (Stock Report) (Annexure — 8)

Standard Procedure for storage and handling of health commodities at

which the process is occurring (central, state/region, township and health
facilities storage).

2) SCOPE :

Storage and handling of health commodities to
maintain appropriate environmental conditions for
stocks and maintain proper cold chain conditions
for cold chain items. Stock records are accurate,
detail, inventory measures such as stock turnover
and if under stock situations is going to arise of
certain commodities and appropriate alerts are
issued in a timely manner.

4 —~——_
>
\ -
=
\U J

/ 4) PROCEDURE :

e Prepare and clean the areas for storage of arriving supplies.

e Arrange storerooms and shelves for each item keeping in
mind the quantity to be stored, type of items and dimension
of the packages.

e Examine expiry dates of existing stock before arrival of new
products and make sure that bin card/stock card is updated.

® Receive the supply according to the procedures for receiving
consignment.

e Store the supply according to the storage principles and man-
ufactures’ direction on the same, i.e.,
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Categorise, Alphabetically, Perishable, Consumable, Weight, Fast or Slow Moving Item, Form and
Strength, etc.

Store in a dry, well-lit, well-ventilated,
teamperature and humidity controlled store
room.

Stack cartons not directly in contact with the
floor or the wall.

: v /

/

[ Sl 2
| © - Limit the size of the stack according
< to the item stored and generally never

higher than 2.5 meters (8 ft.).

Store condoms and other latex products away from electronic motors and fluorescent lights.
Keep narcotics and other controlled substances under adequate security.
Store inflammable products separately using appropriate fire safety precautions.

Monitor the storage environment on continuous basis
Keep all products easily accessible

Maintain cold storage at precisely controlled temperature
Secure the storeroom from water seepage

Equip warehouse with safety equipment
Conduct regular physical inventory count

Separate and dispose of damaged or expired
products without delay

e Monitor and record all stock movement in and out and that of expired goods out of storage area.

- Receiving
- Dispatching
- Expired Goods
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4 /0 Rodent Control )

- Screening ventilators and windows.

- Clear the warehouse and all the surrounding area using
cages and traps.

- It is not recommended to use poison. Animals can
ingest poison and then die in difficult to reach areas
where they will then begin to rot. It is better therefore
to use traps. These trap locations are known to the
warehouse staff and can be inspected regularly in or-
der to avoid dead animals laying around over a period

- J of time.

- Apart from rats and mice, other animals like squirrels and birds often have to be reckoned with.

e Update stock record and bin card/stock card with stock information including quantity on hand,
exact location of stock, loss & adjustment, expiry date, lot/batch number, etc.

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other health
commodities
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SOP — COLD CHAIN - PSM - 04

Cold Chain Supply Management

4 D
1) TITLE :

Standard Procedure to ensure that health
commodities are stored and transported at
appropriate temperatures to maintain the
quality of the products.

2) SCOPE : 4 )
Proper storage and handling of health commodities
to maintain cold chain of custody and appropriate
environmental conditions for cold chain stock.
J

3) INPUT : (N

Receiving and Checking Supply (Unpacking and Checking
Form) (Annexure - 3)
® Storing Supply in Location (Stock Card/Stock Book) (Annexure
. 4 and 7)

Monitor Stock Environment (Temperature Control Card)
(Annexure - ba & 5b)
Monitor Stock Movement (Indent Form/Supply Delivery Form)
(Annexure - 2) Update Record (Stock Report) (Annexure - 7)

4) PROCEDURE :

Receiving
(Follow SOP - RECEIVING - PSM - 02)

e |f the product is not maintaining cold chain condition (between
2°C and 8°C) when received, record on the delivery note and ask
the deliveryman/transporter to sign for the acknowledgement.

e |f the supply is accepted, transfer it immediately to the person

responsible for storage of cold chain supplies and get it stored
into the refrigerator/cold chain as soon as possible.
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Transport

- The cold packs and cold boxes (Thermocol Boxes)
must be used for transporting medical supplies re-
quiring cold storage.

- Medical supplies must be kept in their
original packing, wrapped in bubble wrap
and placed in the cold box with cool packs
as recommended by manufacturer.

- The time between removing medicines from cold storage and use must be kept to @ minimum.

Remark:

The life of the cold pack is between 72 hours to 96 hours (3-4 days). However it mainly depends
on the quality of packing material (Thermocol Boxes) and the quality of packing.

Storage

@ - The refrigerator should be specially designed for storage
of medical supplies.

- Large enough to hold the stock carried by the service
taking into consideration for needs.

- Make sure that there is sufficient space around the sup-
plies for air to circulate.

- Have a lock placed in the area for restricted public ac-
cess.

- The electricity supply to the refrigerator is safeguard-
ed against inadvertent breaks and back-up facilities
should be in place.

J

- The refrigerator should be defrosted and cleaned regularly.

- Temperature records must be recorded daily. (Current temperature, maximum temperature,
minimum temperature, signature on individual taking reading, etc.)
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- Opening of the refrigerator door for long
time to examine stock or to replace new
stock should be avoided.

- Maintain a stock control book for the contents of the refrigerator, including batch numbers &
expiry dates of all stocks.

5) REFERENCES :
|

WHO guidelines for the storage of essential medicines and other health
commodities
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SOP — DISPATCH - PSM - 05

Dispatching of Supplies

1) TITLE :

Standard Procedure for dispatching of health commodities
based on the level at which the dispatch process is occurring
(central, state/region, township and service delivery point).

2) SCOPE :

‘ Storage and handling of health commodities to

identify prepare and transport accurate quantities
of items in proper condition to the lower store from
mother store.

3) INPUT :

e Requisition (Supply Requisition Form)
(Annexure — 1)
e Distribution Plan/Standing Orders

e Picking Supply from Location (Stock Card/
Stock Book) (Annexure — 4 and 7)

® Supply Delivery (Supply Delivery Form, lIssue
Voucher) (Annexure — 2)
e Update Record (Stock Report) (Annexure — 8)

4) PROCEDURE :

Receive requisitions and/or distribution plan from immediate
higher/lower store or health facility. (Distribution plan are also a
type of requisition and the order is automatically generated)
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e Determine whether to allocate the quantities
requested or not and approve requisition.
(Allocation will depend on current stock
status, compelling needs, consumption pat-
terns, or budgetary status.)

e |f allocation stock contains cold chain items, determine proper cold boxes available for trans-
portation prior to picking.

e |Issue items from the stock based on the inventory control method (FEFO/FIFO).

® Pack the order with appropriate safety
measure and provide instruction for packing
goods.

e Prepare appropriate vouchers/forms (permis-
sion to carry goods) to send with shipment

during transport and for the documentation
of the consignment.

® Check against approved issued voucher for accurate quantities and condition of stock.

e Record dispatch on the stock record and/or bin card/stock card.

5) REFERENCES :

e WHO guidelines for the storage of essential medicines and

other health commodities.
® WHO Good Distribution Practices
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SOP- Transport — PSM-06

Transportation of Supplies

1) TITLE :

Standard Procedure for transportation of health commodities
based on the level at which the transport process is occurring
(Central, State/Region, Township and Service Delivery Points).

4 / 2) SCOPE :

Transportation of health commodities to manage the
movement of supply between locations.

3) INPUT :

e Supply Delivery (Supply Delivery Form, Issue
Voucher, Waybill) (Annexure — 2)
Y, * Update Record (Stock Report) (Annexure — 8)

4) PROCEDURE :

e List the number and type of packages to be
transported.

e Determine payload and estimate need based
on defined rules.

- Estimate volume, weight and dimensions of
packages

- Modify dimensions and weight of packages
if required

- Special handling instructions, i.e., cold
storage, breakable, etc.

e Select available transport modes/types based on goods to be delivered.
e Load the vehicle/consignment and keep the original transport document for dispatch confirmation.

(Transport documents include shipping/handling information, dispatch note/record, supply
delivery form, copy of requisition, etc.)
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Original Keep by the receiver (Receipt Confirmation by carrier)

1st Copy Keep by the issue department (Departure Confirmation)

2nd Copy Sent back the receipted copy to issue department (Receipt confirmation
by consignee)

Provide advance notification to receiving
store/health facilities.

- Order Detail

- Tracking Number

- Transport Company

- Estimated Arrival Date

Transport goods to receiving store/health facility.

Track location and update estimated time of arrival.

e The goods arrive at the receiving store and
this activity triggers the receiving process.

e The delivery record is signed by the receiving
store.

* A copy of the record and requisition is
retained by the receiving store.

* A copy of goods received note to send back to the consignor/shipper

e A copy of delivery record is filed for re-
cords.

e Update dispatch record and stock records.

5) REFERENCES :

e WHO guidelines for the storage of essential medicines and
other health commodities.
® WHO Good Distribution Practices
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SOP- Dispense — PSM-07

Dispensing of Supplies

1) TITLE :
Standard Procedure for dispense correct quantity and quali-
ty of product and/or service with appropriate information for
proper use.
2) SCOPE :

Implementing of this procedure is that of the health staff
based on the level at which the dispense process is occurring
(Central, State/Region, Township, Health Centre).

3) INPUT :

e Patient Health Record

e Update Patient Register
Update Record (Stock Report/Consumption Report)
(Annexure — 8)

4) PROCEDURE :

e The patient arrives to the health facilities.
(Health facilities scheduled sessions in State/

Region/Township hospital, health centre/clin-
ic, etc.)

e Health staff will consult with the patient to determine appropriate treatment.

e Determine whether the treatment is available for the patient or not.

e |f No- refer the patient to appropriate health facility to undergo the chosen treatment.
® |f Yes — authorized health staff completes patient register form for eligible patient.

® Dispense appropriate treatment to the patient according to the standard treatment guideline.
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® Counsel the patient on the use of the
medication as described in the standard
procedures.

e Record number of units of drug & health
product dispense to the patient

e Updated stock register, consumption
and stock record

5) REFERENCES :
e WHO guidelines for the storage of essential medicines and

other health commodities.
® WHO Good Distribution Practices
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SOP- Physical Inventory — PSM-08

Physical Inventory Count of Supplies

1) TITLE :

Standard Procedure for conducting physical inventory based
on the level at which the physical inventory count is occurring
(Central, State/Region, Township, Health Centre).

2) SCOPE :

Implementation of this procedure is to verify
the quantity of usable stock available for issue/
distribution, to identify discrepancies between
physical stock in store and the sock balances
on the stock card, to detect damaged or expired
item and to provide opportunity for store main-
tenance.

3) INPUT :

e Stock Card/Stock Book (Annexure - 4 and 7)
e Physical Inventory Count Form (Annexure - 6)

4) PROCEDURE :

e The in charge of the store or his/her designated
person should perform daily stock reconciliation

exercises comparing stock keeping records, as
shown in stock cards and/or ledgers, to actual
physical stocks.

e Stock cards and/or ledgers should be reconciled weekly with stock records and any adjustment
made accordingly. The reconciliation should be documented by in charge of the store.

e Comprehensive physical stock inventory should be taken jointly with the in charge of the store and

either the Township Medical Officer (TMO)/Regional Officer (RO) or delegate at the minimum on a
monthly basis and proper notations made on stock cards and/or ledger.
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e |n all physical inventory count (or) stock verification
activities, particular emphasis should be placed on
high value items.

®* Any discrepancies discovered during stock physical
inventory (or) stock verification exercises should be
promptly recorded and reported and investigated
immediately.

e The record should be signed and dated by the per-
son performing the physical inventory count and a
witness.

Count each and every item in the warehouse
including in the storerooms, cabinets, racks,
drawers, etc... (The smallest countable unit
should be counted e.g. Condoms =pieces, Orals
= Cycle etc.)

e Count unopened/sealed cartons first and
multiply the number of cartons by the
number of units in the carton. (e.g. 40
unopened cartons which containing 200
units, 40 x 200 =8,000 units in unopened
cartons)

- Count opened cartons and count number of units contained in each opened box. (e.g. 1 opened
carton which containing 20 units, 1 x 20 =20 units in, opened carton)

- Count all the units that are in sealed cartons, opened cartons, shelves, drawers and add them
together. (e.g. 4 units in the drawer, 20 units in opened carton, 8,000 units in sealed cartons,
8,024 units in stock)

- Separate and count any expired or damaged drugs, contraceptives, and other medical supplies.

/Page - 21



- Records the amount of damaged or
expired product on the stock card, reasons
for expiry or damage and write the date of
the physical inventory

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other
health commodities.
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SOP- Damaged and Expired Items — PSM-09

Handling damaged and expired commodities

1) TITLE :

Standard Procedure for handling damaged and expired
commodities based on the level at which the process is
occurring (Central, State/Region, Township, Health Centre).

2) SCOPE :

e Implementing of this procedure is to remove
unusable products from storage area in order to
prevent the mixing with the regular good stocks,
which may harm the patients.

3) INPUT :

e Damaged /Expired during receipt or physical inventory
count

4) PROCEDURE :

e |n any damaged/expired cases, the store-in-charge
or his/her designated person should report the
problem at once to consignor/shipper and to the
next higher level store.

e Consignor/shipper or higher level store
may send a representative to examine the
damaged/expired commodities or appoint
a qualified person to do this

° Separate area/room to be earmarked for storing the expired and damaged products.



® Stack damaged/expired stock separately
from usable stocks in an unused box or on
segregated shelf.

- Write damaged or expired stock on the box
or shelf.

e Inform appropriate authorities of the quantity of expired or damaged stock and await orders for
disposal.

e Do not remove the expired/damaged stock from ledger till get specific permission in writing from
higher authorities or Competent Financial Authority (CFA) to dispose these stocks or out from the

stock ledger.

* Reflect the details of the expired/damaged stock in monthly/quarterly reports till get permission
from higher authorities to dispose these stocks or specific permission in writhing to take these
stocks out from the stock ledger.

e After getting permission from the appropriate
authorities on the disposal/destruction of the
expired/damaged stock, a three member
committee would be constituted under whose
direct supervision this would be undertaken.

Minutes on the same would be prepared and
signed by all the members of the committee.

e Should not dispose of damaged/expired commodities until receiving official instructions from
concerned authority.

e Action should be taken as soon as all necessary authorization has been received.

Page - 24



e The expired/damaged stock to be destroyed/
disposed of as per the country policy/rules on
the subject.

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other
health commodities.



SOP- Recording and Reporting— PSM-10

Recording and Reporting of Health Commodities
1) TITLE :

Standard Procedure for maintaining records and reports of issues
and receipts of health commodities based on the level at which
the process is occurring (Central, State/Region, Township, Health
Centre).

2) SCOPE :

Implementing of this procedure is to collect and process data
to support decision making.

3) INPUT :

e Stock keeping records — Stock Card, Stock
Record/Store Book

e Transaction records — Supply Delivery Form/
Issue Voucher/Requisition Form

e Consumption records — Patient Register/Pa-
tient Dispensing

4) PROCEDURE :

r
%% e All the stock received must be documented in
i A/ mﬁ stock keeping record as described in Receiving

and Storage procedures.

e All issues of stock, both to other stores and
patients must be documented in transaction
records as described in relevant procedures.

e All entries must be completed at time of
receipt or issue in relevant records. Receipts
are to be made in red ink and issues in blue
ink.
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e Balances from the completed card must be transferred to a new card.

® The designated store staff should check the physical count of each commodity preparation in
stock any time there is a receipt to ensure that physical stock balance corresponds with that
shown on the stock keeping records.

® For every new patient enrolled and treated, record it on the patient register and dispensing
record.

e At the end of the reporting period (monthly or quarterly) lower level facilities(township & below)
should prepare a summary stock and consumption report by collecting essential data from stock
keeping, transaction and consumption records.

e Lower-level facilities will be given a reporting deadline and each successive level is given
another deadline for reporting to the next level.

4 ~

e Always Keep a copy of Stock and Consump-
tion report for own record.

e Ensure that all records are correctly main-
tained and reports are submitted on time.

Central Level

¢ Manage movement of pharmaceutical & health commodities, stores and records all information
about transactions on the bin card/stock card/stock ledger and create regular stock report

® Provide information of arrival of all phar-
maceuticals and health commodities to
CMSD

® Prepare and keep the goods receipt and
inspection report

e Complete Quarterly Stock Report and
submit to donors

State/Region/Township

e Receive pharmaceutical & health commodities, stores and forward to health centers and/or
dispenses it to clients

e Prepare and send back goods receipt and inspection report to respective store
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e Record information about transactions on
the bin card/ stock card/stock book

* Complete Quarterly Stock Report and sub-
mit to respective level

Rural Health Centre

e Receive pharmaceutical & health commodities, stores and dispenses to clients
® Records information about transactions on the bin card/stock card/stock book and patient registers

e Complete Monthly Stock Report and submit to respective higher leve

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other
health commodities.
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SOP- Monitoring — PSM-11

Monitoring Stock Level

1) TITLE :

Standard Procedure for monitoring of stock based on the level at
which the process is occurring (Central, State/Region, Township,
Health Centre).

2) SCOPE :

Implementing of this procedure is to prevent risk of stock out
and overstocking and take timely action to achieve efficient
management of stock.

3) INPUT :

e Stock keeping records — Stock Card, Stock Record/Store
Book

e Transaction records — Supply Delivery Form/Issue Voucher/
Requisition Form

® Consumption records — Patient Register/Patient Dispensing

4) PROCEDURE :

The designated store staff should fix stock level

Minimum stock level
Maximum stock level

® Calculate average monthly consumption (AMC)
and calculate the coverage months from stock
balance.

- Number of months stock will cover = Stock Bal-
ance / AMC

e Check the shelf-life and remove the quantity
which is going to be expired before use and
damage ones from the balance stock to the
place designated for these stock




e Check the lead time of next supply and place emergency order if stock is not meeting minimum
stock level (Risk of stock out).

K

e |n case of over stock (stock level is more than
the maximum level) report to upper level store
for redistribution of the over stock drug/health
commodities to Central/ State/Region/Township
Store where its consumption is high.

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other
health commodities.
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SOP- Monitoring — PSM-12

Monitoring and Evaluation

1) TITLE :

Standard Procedure for monitoring and evaluation of supplies at
which the process is occurring (Central, State/Region, Township,
Health Centre).

2) SCOPE :

Implementing of this procedure is to monitor the performance
of the logistics system and disseminates the information to
necessary stakeholders.

3) INPUT :

e Monitoring Check List (Annexure — 9)

4) PROCEDURE :

e Develop a checklist for field monitoring of
supplies to be used during programme and
supply field visits.

Identify and prioritize the stores most in need
of a monitoring visit. (particular facilities which
are having logistics problems, such as the
correct completion of reports, or the submis-
sion of reports on time or all).

e Develop, implement, and monitor schedules
of monitoring visit.

e Review simultaneously with supply monitoring to also include the following activities;

- Quality and quantity of the supplies
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- Selection of appropriate supply items

- Timely and complete delivery to end users
- Storage and Handling

- Record keeping and inventory of supplies
- Proper use of supplies by beneficiaries

- The effect on the beneficiaries

5) REFERENCES :

WHO guidelines for the storage of essential medicines and other
health commodities.
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Annexure-1

cpoiaoia) - 2
Indent Form
Ge0:5E6e0:0900: GomCidagn
Indenting Department Request Date
6092005 s 6092005 qod
Indented to Purpose
cpoBeopdes cpbeds 6pbaaSeed
For the period of
6020520050700 : o e
S, ? &
o Balance in . Required Authorization
S/N Description A/U hand Expiry Date - Of Issue Remarks
e oo \ 320600 Slgjzae
o} drza0p5 iy h op§egr0d i\ Blde=oq $Bo>

03050 260305

326005 20305

Signature of Indenting Officer
69035¢ Ge0s0gRds GomEido0p50205d3epY

Signature of Authorized Officer

6e035¢ Ge0s0gR0: 000SLIEE[G[opo0sdsaEPY

Sign Sign
005605 005005
Name Name

6pd 32095
Designation Designation
Spog: POyt




Annexure -2

cpoiaoa - |
Issue Voucher
(e5025C60:0000: C0SGLG[YOD)
Issuing Department Issue Date
(0p0deuE0p50s) a00560: G5
Indent Reference No. Indent Date
(comCsdagn qpbpgsisdlad) eont:d 65
Issued to Purpose
(0pdBopaoogs) cpbeg: apdgedqod
. Expiry Source of
o A/U Issued Quantity Batch No.
S/N Description o9 - Soos Date - o&\?g supply Remarks
) o30S o | e wcﬁ?aﬁz AT egooo%c} ©ODgIed
0§00 528.300p5:
Signature of Store I/C Signature of Authorizing officer
00056020 6e0236aE 0005886020005 0M0§dsaepdet
{085 Coadeod 005605
Name: Name:
6pd 32095
Designation Designation
PRI S PR P
Signature (Receiver) Signature of Ordering Officer
C005%ap V05905 eoE:dop 0x00§dzEpeicvndecd
Name Name
6pd 32095
Designation Designation
PRI P$ PRSP
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Month/Yearco/56
Responsible Person/ 0:0§§e00008/c5

Temperature Control Chart for Store Refrigerator

adeayégfeqdeoogme 3gej$¢o5oé:

/

Name of store/ a3eap>E§eaepd

Acceptable Range: +2-8°C

0058880 329 832038:300m (J°C $& & Csalogn)

Annexure —5a

cpdiadia - g(m)

Date

~

Qodg

Time

g

Recorded
Temp (°C)
Mepleatilicatelecet

GonmgE (°C)

Within Acceptable Range
Yes (\/) No (X)
c005888c0m

20 $32038:320008098:§ /0§
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Annexure-9

cpoiadia) - p
Logistics Management Information System
eoon03¢eqesEouSuadescneq:apdeiod
Field Monitoring Checklist
opeonde[gododesosgéiedep doun:
Date:
°3g
Name of facility :
o§ecgbq/ oyfscrecigrs
Level of facility :
e0§o0059o5q)0s
Last Visited :
ego0dexaepoiigecnes,
Name - 25008 Position - epog:
Official Person : 1
010§$¢8§|cS .
2.
3.
Name - s50p8 Position - epog:
Visited by : 1
oéieoéing :
2.
3.
1. GENERAL 3303609
1.1 There is a system and guideline in place for Logistics Management Information System.
eeos5Ce0t0gdigpionel: Boafde 20008:088320305 5p8:05856 cobrppqoSqpiaorfAaopdi
Yes § ] No o§ ]
Comments- ©o5gjod
1.2 The responsibility of Logistics Management Information System is assigned to relevant staff.

Gaosqpéeaosogésqp:mq& 860839 20008:056900305 2005e3Eepo§aobiam: 9§3ab0m0feui0odanpS

Yes §| ]
Comments- ©o5gjod

No o§ 1]



REQUISITION - coxé:8[gé:

The standard procedures and guidelines for requisition and indent are available and used.
Ge0:gCea0s0g5ieomEd[giedlep BlgrpdadirdspSgpist dipRSqIodqp: con:d saadgdloopdn
Yes § ] No o§ ]

Comments - 9o5gjo5

The standard requisition/ indent forms/tools are available and used.

dlgjoonteamesosgasniogpds comEdaddgp: consd saadgdoopd
Yes § ] No o§ ]
Comments - 9o5gjo5

There is a procedure for emergency orders.
:eepedwordlg[gqpmangod qpbodpdspdiqpioondoogd
Yes § ] No o§ ]

Comments - 9o5gjo5

Number of emergency orders was recorded in the past 6 months.

$3eom (6) come0pt: seegeden0pPqEon 32[JE30egE0x058M: ¥05EE:EgAaES
Yes § ] No of 1]
Comments - 9o5gjo5

Number of stock out was recorded in the past 6 months.

0§36 (6) co=p0RE: 0EES{qodaudy [0dsseaEac0dEM: ©OSOG:E:gClaoSN
Yes § ] No of ]

Comments - 9o5gjo5



2.6

There is a procedure and guideline for handling overstocks/slow moving products close to expire.
ogpddagieqps/ 20050085 ad:q88:006560000gdigpid  03E0300088:036{gE:e38ep  lgpOodiapOspSigps
32038 6a0nEgndoonddoopdi

Yes § ] No o§ ]

Comments - 9o5gjo5

3of15



3.2

3.3

3.4

3.5

3.6

RECEIVING - coo5$qoy[gé:

The standard procedures and guidelines for receiving are available and used.

eeossCasoigpds conddeup(gt:adlep BlginpdodipdspSigpisl codiRSqSqpPs consd 32addgAoopS
Yes § ] No o§
Comments - ¢oSgi05

The standard receiving forms/tools are awailable and used. (Issue woucher, delivery note, wayhbill,
invoice, packing list, etc.)

8lgjoonseomeeoisasniogpls conddafeddyps cons) =a03dgidlaopSi (opodeuselgont cpodeuiagn cR§dagnl clgeni
ogediengls 220§00p5)

Yes § ] No o§ ]

Comments - 9oSgi05

There is a committee for unpacking and checking of received products.

conddqfeon eeosstesoigpSiyp: gEewmadodesoiglimacgnd gEewndodesnianpd candedd congdoopSi
Yes § ] No o§
Comments - ¢oSgi05

Copies of unpacking and checking records/reports are available.
GeossCas0tgadigp: g§emcﬁo§emz@8z9eﬁm&/m&q§éwBC%: coos§dlaopdi
Yes § No o§

Comments - ¢oSgi05

Unpacking and checking records/reports and issue wuchers are sent back to issuing department.

eeossCasoigobigp:  gEewnodesolgtinodonts/:Batomdagqpist  coodeuselqengpin’d  ugpdieuidaopdcsad
[g§copSeos Eooén
No o§ ]

Yes §1
Comments - ¢oSgj05

Quantity of products received match with quantity ordered.

092025 Dfﬁem:ogé:omm‘}@ co05defoopbow e cBo5p8¢8dlaonSi
Yes § No o§

Comments - ¢oSgj05



41

4.2

43

4.4

4.5

4.6

STORAGE AND HANDLING o3ecg>8 o3€og05 o8§:088:gé:

The standard procedures and guidelines for storage and handling are available and used.
eeossCosoiogodigp: ey  oB38oged  08§:86{gl:adlep  dfgopSosinndsndiqpist  codipgSgiodypioonsd
F20gg|doopS

Yes § No o§ ]

Comments - ¢oSgi05

Stock cards and/or bin card are available to identify products (generic name of the drug, dosage, form, batch
number and expiry dates).

eeossCas0igobigniod  3[goBod8EqSm00305  esoistasoiugabiqp:  3208a0905¢cbadimSyps  con§dloopS
(esossEes0igpds madsmaepd dolggfioons coo5cpdeaadodod 2005008in§ed:0bqrdg 320§00p5)

Yes § ] No o§

Comments - 9oSgi05

Information in the stock cards and/or bin cards is correctly filled.

eao:%eao:o sqPs 8’30889(18(73?0303&@&0&?1 20520005 :o@ ?$m$goeq:og&ooo:§1&ooén
Yes §1 No 9§1 £
Comments - ¢oSgi05

The store is organized the products to access for first-expire, first out (FEFO).

:sed: c00500bipSedipd goSigpid eeoncgey 20d{g8EeS sacguBonop [gameesmE ceoistesoigpds
qp203 0560007 93eaprEaos§iloogd

Yes § ] No o§ ]

Comments - ¢oSgi05

Cartons stacked at least 10 cm (4 in) off the floor, 30 cm (1ft) away from the walls and other stacks and
no more than 2.5 m (8ft) high.

eeossCasoigobigpiod  coosfoopd  ooBopdiiad  [38dge  (00)o€dBBom  (B) (g)cocde mopi S5t
(0)0E0380m (38) (o) 330701 3[4 () ©E880m (B) (9)e0c0nd wenyBegsd consgdloopS

Yes § ] No o§

Comments - 9oSgi05

Cartons and products are in good condition, not crushed.
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4.7

4.8

4.9

4.10

4.11

4.12

Ge0ssCae0s0ga5igni0d 00o0pd mBopdignn? edadGeedd comEigigroodaoSi
Yes § ] No o§
Comments - 9oSgi05

Condoms and other latex products are stored away from electric motors and fluorescent lights.

R$%:5C aafgps aonseq [g[giapdoonieomugpSigpia’ agibodeuSom Segptidst corpagt aBecynEoondaoSi
Yes § No o§
Comments - ¢oSgi05

All products are protected from direct sunlight at all times of the day and during all season.

Ge0ssCaR0s0ga5igni0d 00dedADNS: e.?espﬁ@éo@(ﬁﬁ(ﬁ@e%ﬁ [§E:geoqs omaguSaons§daopS
Yes § No o§
Comments - ¢oSgi05

Cartons and products as well as the storeroom are protected from water during all seasons.

eao:‘féeaozogé:qp:omzﬁooé eao:o@eqp%ﬂo% m&}%&d‘.id?: eqoﬁespo%@& 9§160@1$ moogcﬁom:ﬁ&ooén
Yes §1 ] No 9§1
Comments - ¢oSgi05

The storeroom is well-ventilated.

eao:%eao:o :o@ec\pﬁgooé emoﬁemogoﬁeooo&g) qﬁ&%n
Yes §1 No 9§1
Comments - ¢oSgi05

Store Room is cleaned and disinfected.

eao:%eaoz%ﬁ:o@ecqnﬁgtﬁ oo$§18@8§8 {’):g):crnagcﬁeaozq g &qutﬁ emﬁgcﬁom:ﬁ&ooén
Yes §1 No 9§1
Comments - 9oSgi05

Essential warehouse equipment such as Pallets, Racks, Shelves, Cupboards, etc... are available for
proper storage.
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4.13

4.14

4.15

4.16

4.17

4.18

eeossCesoigoiofeamntiopt  consfiaepd  =ac[gdadecyniiodiogadiqp:  cofdaopdi  (ogeSionth o8 83
220§000)

Yes § ] No o§ ]

Comments - ¢oSgj05

Fire safety equipment is available and accessible.
BseonsomogudespogoSigp: 3a0guS000y 22034g§€e320E consgdloopdi
Yes § ] No o§
Comments - ¢oSgi05

Store personnel are trained to use the fire safety equipment

a3ecnEgoSoobiypian: SeonimmaguSesrogadigp: 3a0guSonmneaad|§€esnt aoongieuiconidaopdi
Yes § No o§ %

Comments - 9oSgi05

Storage area is free from harmful insects and rodents.
eeossCasotgodigp: Beagotaopdesepaopd ugnimasepuds onligtieddlooS
Yes § ] No o§

Comments - ¢oSgi05

Medical supplies are stored separately. (Away from insecticides, chemicals, old files, office supplies
and other materials).

eeossCasoigobigpiod  Broo§adecyoosdoopdn  (Jrooodeson  eoopugSs  dCseumEigpn  podrogobigps
Ffgprogpligist copopl)

Yes § l:T No o§ ]
Comments - 9oSgi05

Storage area is secured with a lock and key but accessible during normal working hours, with access
limited to authorized personnel.

eeossCasoigobigpiodenyntoopiesepoops 0sdoory GopecdcofG  HeSmacntmg§aa0Rt: oo o§fopgpian
o€agadagrian§Ees 8dcon:§daopd

Yes§1 ] No g§l ]
Comments - 9oSgi05

Products are stored at appropriate storage condition.

7 of 15



4.19

4.20

4.21

4.22

eeossCas0tgodigpiod cofecgBesmsean adeamespbiosdypiancdt: BeapnCoosfdlacpS
Yes § ] No o§
Comments - 9oSgi05

Cold storage (including cold chain) is maintained for commodities that require it.

062:0360p8efi00pd (32632:038:00050[g05e0[gt:32d3208) Ge0ssCasoiogpSigpioonsdfel osbonay oB§:BE:

coosAloopdi
Yes § ] No o§ ]
Comments - ¢oSgi05

Temperature is recorded and monitored and up to date.

*'QY‘% 8’368’3:(6$:?Cf)038:&ﬂ’):(7$ oéaooﬁo@o% 3;05008:661:&3& ooozglcﬂooén
Yes §1 ] No 9§1
Comments - ¢oSgi05

Narcotics and other control substances are kept in a locked place.

20080000560006e0idiqsE 32[gnicdSiqyBooieannesndligpind cBl§ig> eoope0586ie0pSi000:doopS
Yes § ] No o§

Comments - ¢oSgj05

Flammable products are stored separately using appropriate safety precautions.

Bseonedadapagudeomogaligpiod cofondengpaBuodecs adffg 32832099 a8:an§oonsdloob

Yes§1 ] No g§l ]
Comments - ¢oSgi05
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5.1

5.2

5.3

5.4

5.5

5.6

DISPATCH, TRANSPORT AND DISPENSE opo5coigés 200Sogdeecné[gé: $&

=03:[g|[gé:

The standard procedures and guidelines for issuing are available and used.
eeossCasosugodigp: 0oodeuigtiadep dlgapodicpdsnSiypist codiRSqodyp: 00§ Fa0dgAlooS
Yes § ] No o§

Comments - ¢oSgi05

The standard issue forms/tools are available and used. (Requisition/Indent, issue wvoucher, delivery
note, waybill, inwice, packing list, etc.

Ge0s5Ce00s0g05sqP:830905 $oS0OGIgP: coos) 30dg|dloopS (GomEsdagar cpodeuselgen, coodeuiags, MEdap,
elgen, ogpdingl: =20§00p5)

Yes § ] No o§ ]

Comments - ¢oSgi05

There is a standard distribution schedule.

eao:%eao:ogéqu: o?cheo:@&saogoS sag’ﬁcmnzqo:(ﬁ woﬁgcﬁom:ﬁ&ooén
Yes §1 ] No 9§1
Comments - ¢oSgi05

Quantity of products requested match with quantity issued.

ecrn&éw%ao:‘}@eaozogézomm‘}@ apabeuianpdoeang o3a5p8g §alaopS
Yes § No o§
Comments - ¢oSgi05

Products are issued using first-expire, first out (FEFO) rule.

8sed:0005008:075edipl Ge0isEesoiogoligpiad eeonagBen 320{g88es Bigo coodeusdloogdi
Yes § ] No o§

Comments - ¢oSgi05

Daily consumption/issue records are updated.

6500 3505{g0ecdonds/00oSeui00p8eciondiypind osdoday eepogioongidoopSi
Yes No e§1 %
Comments - 9oSgi05



6.1

6.2

6.3

CONDUCTING PHYSICAL INVENTORY ogpS:onq€:qpieqogadodesosgé:
The standard procedures and guidelines for conducting physical inventory are available and used.
ee0ssCae0t0goSioqtiyp: eaogndodesopaRe dgIptadinpdspSiqpist cobigqiodqp: cons) 2a0d:(giclaopS

Yes§1 ] No 9§1 ]
Comments - ¢oSgi05

The standard physical inventory count forms/tools are available and used.

Ge0ssCae0t0g05i00qtiyp: 6eoR050dGe0IPaRE 2005e3EpeodoGisE Hdgp: cons) 22034y dlaopd

Yes§1 ] No 9§1 ]
Comments - 9oSgi05

The physical inventory recorded in the stock cards matches in physical stock count reported for each

reporting period.

eeossCasoiogoSionqliyp:  GaoRod0deeo0pd  ¢odoGigpisE  ceossCesogpSimeliqp:  Gepagioonsoopd

?oﬁoo&qp:ooé m%qﬁémeo:%wémmo@&saog(ﬁ o@oﬁéﬁﬁawén

Yes§1 ] No 9§1 ]
Comments - 9oSgi05
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7.1

7.2

7.3

7.4

DAMAGED AND EXPIRED PRODUCTS qj038: c005006:0980@p5:¢p:

The standard procedures and guidelines for managing damaged and expired products are available
and used.

qod8s 2005008:098  eeoisEesoiugpSiongtiqpin? BEou5aB5:B88iea0305 bgiapbodinpdspdiqpist codiogs
qodgp: 000§ 3209gjcloopS

Yes§1 ] No 9§1 ]
Comments - ¢oSgj05

Damaged and expired products are recorded and reported.

Qo581 200500850g§ eeossCasoiogpbiongfiqpio’d osbonoyeesogilal: 2a8qColgigp: [giapboons§daopS

Yes§1 ] No 9§1 ]
Comments - ¢oSgi05

There is a separated place to store damaged and expired products.

Qo581 200500850g§ eeossCasoiogobigpiod Broo§adeaoonliel esepddooSi

Yes§1 ] No 9§1 ]
Comments - ¢oSgi05

The damaged/expired products are stored separately from routine stock.

qod8a 200500850g§ eeosgCasoiogabigpiod duSogobiypisl BigpiodenyrBoonsfalacpS

Yes§1 ] No 9§1 ]
Comments - 9oSgi05

11 of 15



8.1

8.2

8.3

8.4

8.5

8.6

RECORDING AND REPORTING o2q€&:eq:03E:[g8: ¢ 228qE800€[g[gé:

The standard procedures and guidelines for recording and reporting are available and used.
Ge0:gCas0tgpdingligqpiod  eatieqpoptiatist =08qEdonf[ glicdmnagnd  lgIpdadiodspdigpist &R
Qoq: 0025 3203qqdlaopS

Yes § ] No o§ ]

Comments - 9o5gjo5

The standard forms and formats are available and used.

dlgjoonseamesosgesoiogpds oqtieapaglfalisl 328qC0008[|[gE:d0qp: con:§ saadgdoopdn
Yes § ] No @§

Comments - 9o5gj05

Stock Keeping Records (Stock book, stock ledger, inventory card, etc.) are properly maintained.
eeozgCasntognds onglieqrogtlat: voSonbigpiod osdonmjomsgiloopd (Geoistesoigpd: eoeienspdi cocdap
©0500B:mEgp: 320§0005)

Yes§ ] No @§ ]
Comments - 9o5gj05

Transaction Records (Requisition/indent, issue voucher, delivery note, waybill, inwice, packing list,
etc.) are properly maintained.

GeozCesntognds 32000530038:  ©0PIdgPId ©sB0OYEoAR0N (coME:dagn cpodeuselgen apodeuiagD!
p§8agni elgonr ogpSiengls 3200005)

Yes§ ] No @§ ]
Comments - 9o5gjo5

Summary Report (Stock and Consumption Report, etc.) is available.

680:58600:0005: 026C:g0uPS ©580007002: A0 (VS SE: $& 23:00 :8eEden 30§20051)
sbosoiogpd: enqtiqbapio} esbosoyemfidoogd (cocdoqhenefs $¢ opigg =84 ool

Yes§ ] No gﬁ ]
Comments - 9o5gjo5

Information on forms and formats are correctly filled.

12 of 15



8.7

8.8

eao:%eao:ogéz ?cﬁm&&'bqoztﬁ 9$m$g>eq:og& ooozglcﬂooén

Yes§1 ] No 9§1 ]
Comments - ¢oSgi05

Summary stock reports are available and reported to higher level.

mcﬁoqﬁooq&‘;@ ) quSémmq&ql?)qo:(ﬁ eq:og&ooo:%@: m%q&émqoztﬁmé: oooSe@Sspo@

cusddaopd

Yes§1 ] No 9§1 ]
Comments - ¢oSgi05

Summary stock reports are available for from the lower level facility.

coodoySenaisl odidy 28qCo0n oqligydqpindcopbs 2005a3Eepe conddaddoopS

Yes§1 ] No 9§1 ]
Comments - ¢oSgi05
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9.1

9.2

9.3

MANAGING STOCK LEVEL 0gpS:02q&:qp:o3 060y conogpd[gé:

The standard procedures and guidelines for managing stock level are available and used.
ee0zgCaantgpdiongliqpiad  osbonmyeon(mypdigizogad  flgirpdodinndsnSigist  codipSqodgp:  coos)
32094/ doopdi

Yes§ ] No @§ ]
Comments - 9o5gjo5

Stock statuses are assessed regularly.

Ge0:Cas0tgpSionals 2a6[g3acsqPiod 05000000 Gonglo3ddoopS

Yes§ ] No @§ ]
Comments - 9o5gjo5

There is a procedure to manage if stock is less than the minimum level and over than the maximum
stock level.

Ge0:5Cea0t0gp5:aEipind 325055001000 §qepd verancoodengRspSiagEgdee sagpradiconfqepd verancood
codg§esoopd(gbeo Boomqsaaognd dlgiapdodiapbspSiqps: con:d saadgidloopdn

Yes§ ] No gﬁ ]
Comments - 9o5gjo5
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10.

10.1

10.2

10.3

10.4

10.5

MONITORING AND SUPERVISION con§[03p3[g€: $& ecgaon a3:08[gé:

The standard procedures and guidelines for monitoring and supenision are available and used.

6on¢[03p9[gE:5E crprnadood[gliod=manyad dlgrodadinpdsnSigpist cubingSqodgps con:) sa0ddgdoopd

Yes§ ] No @§ ]
Comments - 9o5gjo5

The standard monitoring and supenision forms/tools are available and used.

®lgjoonean eeng[ogpdfglist enparnadiandgliodenognd dbgp: con:) 320ddgidloopd

Yes§ ] No @§ ]
Comments - 9o5gj05

There is a regular visit to lower level facility for monitoring and supenvision.

eon[03pd[gE:$E rpanadood[glicdzaognd coodedepasepgpiad dosogiespadogpdgdoopd

Yes§ ] No @§ ]
Comments - 9o5gjo5

There is a regular visit from higher level facility for monitoring and supenvision.

eong[03p9[gE:5E rpanado0d[gEicdzacyad 2005e38epe deSameapad(ngpdgdlaopS

Yes§ ] No @§ ]
Comments - 9o5gjo5

Monitoring and supenision \isit reports are recorded on file.

6ong[03pd[gE:$E crpanado0d[glicl=maagnd eodonGimadatomgpind 88o3co:§doopSi

Yes§ ] No @§ ]
Comments - 9o5gjo5
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