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I.
PURPOSE:  To establish guidelines for handling of controlled substances at the department level.

II.
SCOPE:  Applies to all personnel in Division of Veterinary Medicine (DVM).

III.
RESPONSIBILITIES:


A.
The Director, Division of Veterinary Medicine, will appoint a Controlled Substance Officer (CSO) and alternate for each department (DAR/DAM/DVS).


B.
Each Department OIC is ultimately responsible for all controlled substances received and dispensed within the section.


C.
Each Department NCOIC will:



1.
Ensure all aspects of this SOP are followed.



2.
Ensure all personnel read this SOP and know how to handle, store, and properly document all controlled substances.


D.
Controlled Substance Officer (CSO) and alternate will:



1.
Process requests for controlled substances.



2.
Log and maintain documentation for all controlled substances received from the Division of Logistics and dispensed to Departments and investigators.



3.
Notify each other on the status of drug control.


E.
All Personnel will:



1.
Keep track of any controlled substances administered and will immediately advise the CSO of any unexplained changes to the inventory.



2.
Notify CSO of controlled substances with a short expiration date or of possible shortages prior to the next inventory.

IV.
PROCEDURES:  Maintenance of the DA Form 3949, Controlled Substances Record (encl. 1):


A.
For each controlled substance maintained in the section, annotate every form with the following:



1.
In the “WARD” block, enter the Section or Clinic



2.
In the “DATE” block, enter the year and month the form is started.



3.
In the “ITEM” block, enter the correct name of drug and accountable unit of measure:




a.
Tablet




b.
Capsule




c.
Milliliter (for oral liquids or parenterals)




d.
Ampule (for small volume parenterals, i.e. Valium 2ml Ampule)




e.
Bottle (for drugs that must be reconstituted)



4.
In the “DAY/HOUR” column, enter the date the form is started.



5.
Leave the “ORDERED BY”, “ADMINISTERED BY”, “EXPENDITURES”, and “RECEIPTS” columns blank.



6.
In the “BALANCE” column, enter the amount of drug on hand brought forward from the previous sheet and the accountable unit of measure.  If this is the initial DA 3949:




a.
In the “RECEIPTS” column, enter the amount received and the accountable unit of measure




b.
In the “BALANCE” column, again enter the amount received and the accountable unit of measure.


B.
Drug Expenditures:  Annotate drug expenditures as follows:



1.
In the “DAY/HOUR” column, enter the date (ddmmmyy) of expenditure



2.
In the “PATIENT’S NAME” column, enter the Patient’s ID number/species. 

NOTE: For protocols where large numbers of animals are given controlled substances in a group, enter the protocol number and number of animals.  In this case, a summary sheet (encl.2) with the individual animal numbers and doses will be maintained in the Department to serve as a papertrail for audit.  These summary sheets will be maintained in the by the Department OIC or NCOIC. 



3.
In the “ORDERED BY” column, enter the first initial and last name of ordering doctor



4.
In the “ADMINISTERED BY” column, the individual administering the drug will enter their payroll signature.



5.
In the “EXPENDITURES” column, enter the amount of drug expended and the accountable unit of measure (for milliliters round off to nearest tenth)



6.
Leave the “RECEIPTS” column blank.



7.
In the “BALANCE” column, enter the amount of drug remaining on hand (subtract amount expended from the old “balance” and enter as the new “balance”)

NOTE: If a controlled substance is accidentally destroyed, damaged, or contaminated, a record of the fact will be recorded annotating the date, amount lost and brief statement along with responsible signature.  A witness is desirable, if possible.  Maintain this memorandum in the section Drug Log Book.


C.
Drug Receipts:  Annotate drug receipts as follows:



1.
In the “DAY/HOUR” column, enter the date (ddmmmyy) of receipt.



2.
In “PATIENT’S NAME” column, enter from where the drug was obtained (i.e. Division of Pharmacy, Primate Section, etc.)



3.
Leave the “ORDERED BY” and “ADMINISTERED BY” columns blank.



4.
In the “EXPENDITURES” column, the person receiving the drug will acknowledge receipt with their initials.



5.
In the “RECEIPTS” column, enter the amount of drug received and the accountable unit of measure



6.
In the “BALANCE” column, enter the new amount of drug on hand (add amount received to the old “balance” and enter as the new “balance”)


D.
Correction of Errors:



1.
Erasures and eradications invalidate records



2.
Correct errors by a single line, in ink, drawn through the erroneous entry and initial



3.
Correct entry will be recorded on the following line


E.
Audits:



1.
The Section OIC or his/her representative will perform monthly inventories/audits.



2.
If no discrepancies are found, the auditor will enter a statement “checked and found correct”, and sign.



3.
If discrepancies are found, annotate in memorandum format, thru the Chief, DAR/DAM, and Director, DVM, to the CSO.


F.
Disposition of records:  IAW AR-340-18-9, hold for 3 years in the section and then turn into the Controlled Substance Officer.

V.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-432 dated January 1997.
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