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I.
PURPOSE:  To establish uniform procedures for the ordering, receiving, storing, stocking, issuing, and security of medical supplies.

II.
SCOPE:  Applicable to all Departments in the Division of Veterinary Medicine (DVM).

III.
RESPONSIBILITIES:


A.
Director, DVM will:



1.
Appoint, in writing, the Controlled Substance Officer (CSO) and the alternate CSO.



2.
Ensure the enforcement of this SOP.


B.
The Chief, Department of Animal Husbandry (DAH) will review and approve all Blanket Purchase Agreements and Purchase Requests.


C.
The Chief, Department of Animal Resources (DAR) will:



1.
Review and approve all pharmacy orders.



2.
Ensure all pharmacy areas are being maintained IAW this SOP.



3.
Establish and approve stock levels, and perform a quarterly walk-through of all pharmacy spaces.



4.
Review and update this SOP annually.



5.
Appoint a Pharmacy NCOIC.


C.
CSO: See SOP-DVM-431, Control Substance Handling and Distribution.


D.
Pharmacy NCOIC will:



1.
Ensure the upkeep of all areas assigned to the DVM Pharmacy.



2.
Ensure that pharmacy supplies are ordered and issued in a timely manner.



3.
Notify the DAR Chief and the DVM NCOIC of any discrepancies in drug or pharmacy security.



4.
Maintain a current library of drug and equipment catalogs.



5.
Maintain an accurate inventory of pharmacy supplies.



6.
Maintain a product expiration date log in the pharmacy database.  Identify and discard expired products in accordance with this SOP.



7.
Maintain a 3-6 month supply level of supplies.


E.
Each Department NCOIC will:



1.
Maintain Department drug and supply stock level and security after issue.



2.
Submit pharmacy supply request as needed.



3.
Maintain pharmacy SOP in Department.

IV.
PROCEDURES:


A.
Pharmacy Supply Data Entry:



1.
Maintain information on all items in the pharmacy database to include: trade name, generic name, item type (form), concentration, quantity, expiration, and the reorder level.



2.
Update the computer monthly to reflect supplies received, destroyed, or issued.  Enter formulary additions and deletions.


B.
Non-Controlled Supply Inventory:



1.
Generate an inventory list on the pharmacy computer.  Maintain information on the computer.  Maintain a printed inventory in the pharmacy. 



2.
Inventory all items within the first five working days of each month.



3.
Report discrepancies between the inventory list (supplies that should be on hand) and the actual inventory to the Chief, DAR.


C.
Controlled Substance Inventory: See SOP-DVM-431, Controlled Substances Handling and Distribution.


D.
Stock Keeping Level:



1.
Maintain a 3-6 month stock level of each supply.



2.
Check the stock level via computer at least once a month, preferably on the last working day of the month.



3.
Perform a reconciliation physical inventory annually.


E.
Requisitions and Special Orders:



1.
Use the Pharmacy Request Form (encl. 1) to place a supply request with the pharmacy.



2.
Special orders, unusually large quantity orders, and non-stock items may require 90 days to fill the order.


F.
Ordering Procedures:



1.
The Chief, DAR will review all DVM purchase request forms.



2.
Before submitting purchase requests, call the company to obtain current prices and necessary information.



3.
Ordering Approval and Routing:




a.
Once completed, submit purchase requests to the Chief, DAR for approval.




b.
Upon approval, submit forms to the Department of Animal Husbandry (DAH) to be entered into the purchasing system.




c.
The Pharmacy NCOIC will keep a copy for pharmacy records.



4.
Controlled Substance Ordering: See SOP-DVM-431, Controlled Substances Handling and Distribution.


G.
Receiving Procedures:



1.
The Chief, Material Management will transfer controlled drugs from Logistics to the CSO on a DA Form 3161, in accordance with SOP-DVM-431, Controlled Substances Handling and Distribution.



2.
Receive all other supplies as follows:




a.
The DAH will check all packing slips for accuracy against supplies received (i.e. correct amount, APC, hand receipt number, etc.).




b.
The Pharmacy NCOIC will log supplies received in the active order binder in pharmacy.




c.
The Pharmacy NCOIC will enter supplies received in pharmacy computer and log expiration date dates into pharmacy supply database.




d.
The Pharmacy NCOIC will examine received supplies for defects that affect usability.




e.
The Pharmacy NCOIC will inform DAH of any discrepancies.


H.
Issuing Procedures:



1.
Box/bag all supplies to be delivered by the contract driver and attach a note listing items.  Deliveries are made on Fridays between 0800-1200 hrs.



2.
List all items issued on a Pharmacy Request Sheet.



3.
As a general rule, the Pharmacy NCOIC does not make deliveries.


I.
Pharmacy Storage Areas:



1.
The Pharmacy NCOIC will keep storage areas clean and organized at all times.



2.
Place refrigerated items in the pharmacy refrigerator.



3.
Keep cabinets containing syringes and needles locked at all times


J.
Expired Drugs:



1.
Upon receipt, record the expiration date of each pharmacy supply item in the pharmacy computer.



2.
During the monthly inventory, identify expired supplies and remove from stock.




a.
Enter expired supplies on the pharmacy computer.




b.
Identify supplies that will expire in 3 months and order replacements.



3.
Dispose of all expired items, items not in use, and damaged supplies under the supervision of the Chief, DAH, the Chief, DAR, or the DVM NCOIC.



4.
Notify the CSO of expired controlled drugs for disposal IAW SOP-DVM-431, Controlled Substance Handling and Distribution.


K.
Pharmacy Keys:



1.
The Pharmacy NCOIC, CSO, and Chief DAR will maintain keys to the pharmacy.



2.
In absence of the Pharmacy NCOIC, the Pharmacy NCOIC will designate an alternate to maintain the keys.  The Chief DAR must approve alternates.



3.
After duty hours and in an emergency situation, the assigned DAR Treatment Technician has access to the pharmacy through the key box in Room 105, Bldg.511.


L.
Security:



1.
The pharmacy and pharmacy storage areas are controlled access areas.



2.
DVM Officers, the Pharmacy NCOIC, and enlisted DVM technicians are authorized entry.  Authorized individuals will accompany all other personnel.



3.
Keep all cabinets in the pharmacy locked at all times.



3.
The pharmacy door is on the Rees security access system and will remain locked at all times.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-430 dated March 1997.
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