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STANDARD OPERATING PROCEDURES

FOR
HOSPITAL STORES & INVENTORY MANAGEMENT
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COMMUNITY HEALTH CENTRE, PADMAPUR

KENDUJHAR, ODISHA

Email Id:padmapur.bpmu@gmail.com
1.0 Purpose:

The purpose of the policy is to provide guidelines for planning, acquiring, storing, issuing and controlling materials to optimise the usage of material and capital funds.

2.0 Scope:

The policy is applicable for 

· Purchasing/ Indenting

· Receiving

· Store management

· Issues

· Condemnation

3.0 Reference

Quality Management System Manual, MNL: QSM: 01, Section 7.1 
Process Flow

Store Management Process Flow



4.0 Standard Procedures

	S No
	Activity
	Responsibility
	Related 

Format

	5.1
	Placing Indent order
	
	

	
	All departments present in the hospital send the indent of required items duly signed by the nurse in charge as and when required.
	Ward in charge
	Indent book

	
	A consolidated indent list of all departments is made and stock availability is checked. Final list is sent to MO I/C for his approval. The approved list is sent to Block Drug Store.
	Store In Charge
	Indent Voucher

	5.1.1
	Items are received from District Central Store
	Store I/C
	Bill/Challan

	5.1.2
	Verification of Items

The materials received are verified with respect to

complete specification such as quantity, quality, date

of manufacture, date of expiry (as applicable), make

etc.

In case of any discrepancy, the necessary action is

taken by  MO I/C and the vendor/sender is

informed accordingly.
	Store I/C
	Bill/ Challan

	5.2
	Entry in stock register: 

	5.2.1
	Details of approved materials are entered in the Stock register
	Store keeper
	Stock register

	5.2.2
	Storage of Items

The approved materials are stored / kept on racks, Almirah as per space availability. The rejected materials are kept separately by

Identifying “Rejected”.
	Store keeper
	Bill/ Challan

	5.2.3
	Issue of Items: Items are issued against duly filled Indent form and approved (by department head) which is received from the indenter.

The record of issued items is maintained in the daily

expense / stock register at the store.
	Store Keeper
	Daily stock register

	5.2.4
	Updation of Stock Register

After the issue of items, the Stock Register is updated

accordingly.
	Store keeper
	Stock register

	5.3
	Inventory Management

	5.3.1
	Following Inventory control techniques are followed in the store:

FSN: Fast Moving Slow Moving and Non-Moving. 

VED: The items are segregated in to Vital, Essential and Desirable. The Vital and Desirable items are checked more often to prevent stock out.
This is done with the intimation/approval from

MO I/C.
	Pharmacist, Store keeper
	

	5.4
	Disposal / condemnation

	5.4.1
	The store maintains complete details about each item in the hospital including their expiry dates. The store immediately disposes any expired items.
	Store I/C
	Condemnation register

	5.4.2
	The hospital also undertakes periodic write off of the items which are not fit to be used. The user department informs the store in writing about any equipment etc., which are to be disposed. 
	User Department
	Condemnation register

	5.4.3
	The store immediately makes arrangement for removal of the same from the user department. Before removing the equipment, Cannibalization of parts is done so that the usable parts of discarded machine can be used in future for other machines of the same type.
	Store I/C
	Condemnation register

	5.5
	Emergency Purchase
	
	

	5.5.1
	The MO I/C is the authorised person to approve an emergency purchase as per the requirement.
	Pharmacist & SN I/C
	Indent / Requisition

	5.5.2
	After receiving the instructions about the immediate purchase, the Incharge clerk checks for the product with the registered Vendors and places the order with a request to supply the material as soon as possible.
	Incharge Clerk
	Purchase Order

	5.5.3
	In case the required item is not available with the registered vendors of the hospital, the In charge clerk contacts the most accessible supplier of the product and purchase the item in order to cope up with the emergency need. If the future requirement for the same item is foreseen, regular Purchase procedure is followed.
	
	

	5.6
	Receipt and Inspection
	
	

	5.6.1
	The vendor supplies the materials at the Central store unless it is equipment (medical or non medical) which is directly installed at the site of operation.
	
	

	5.6.2
	Whenever an item is delivered, the same is verified in the presence of the Store In charge. Verification is done to ensure that the item is as per the order placed etc.
	Store in charge
	


5.0 Formats : Enclose in Appendix 

	S. No.
	Format No.
	Format Name 
	Type

	1.
	FF/ SI/01
	Bin card
	Forms

	2. 
	FF/ SI/02
	GRN( Good receipt No.)
	Forms

	3.
	FF/ SI/03
	Local Purchase indent form
	Forms 


6.0 Records

	S.No
	Record Number
	Record Name
	Type
	Retention Period

	1
	RG/ SI/01
	Daily Goods Issues Register.
	Register
	3 Years

	2
	RG/ SI/02
	Stock ledger
	Register
	3 years

	3
	RG/ SI/03
	IV register 
	Register 
	3 years 


APPENDIX

1. Bin card

Item code

Item number

STOCK LEVEL INDICATORS

Minimum stock 

Maximum stock

Re order level

Lead time 

	Receipts
	P/o
	Issues
	Closing Stock

	Date
	Quantity
	Ref/Date
	Date
	Quantity
	

	
	
	
	
	
	

	
	
	
	
	
	


Prepared by 

Stores in charge 

2.GRN( Goods receipt Note)

It is maintained for keeping the record, clearance of the bill and send to the accounts department once the ordered items are received in the stores, checked and verified

Print Date

GRN No: 




                    P.O. No.: 

GRN Date: 




                    P.O. Date: 

From Supplier:              

                              Authorized by:  

To Stores:                  
                                        Challan No: 

Bill No: 





          Bill Date: 

	Item name
	Expiry
	Unit price
	Qty.
	Discount
	Tax

	
	
	
	
	
	


Amount: 

Subtotal: 

                                                          Discount: 



Miscellaneous Charge: 

Tax: 


                                                         Amount:



Grand Total:



Authorized Signatory:




      Stores In-charge

3. Local Purchase Indent Format

	Block Hospital, 

	Local Purchase Format

	
	
	
	
	
	
	
	
	

	Patient Name:
	 
	 
	 
	 
	 
	 
	 

	IPD Registration No:
	 
	 
	 
	 
	 
	 
	 

	Ward:
	
	 
	 
	 
	 
	 
	 
	 

	Cause of Purchase:
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	 

	Sl.No.
	Item Code 
	Particulars
	Quantity Required
	Quantity Received
	Unit Price
	Total Price
	Supplier
	Remarks

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	 

	Sign of MO I/C (Medical):
	 
	
	Sign of Store Incharge:
	 
	 
	 

	 
	
	
	
	
	
	
	
	 

	Date (dd/mm/yy):
	 
	
	Date (dd/mm/yy):
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 


4.   Daily Receipt Register.

Print:

Date:







Page No.

	supplier
	grn no
	grn date
	bill no
	grn amount

	
	
	
	Total
	


5. Stock ledger: shows the total stock in hand, opening stock and closing stock
	Items Detail
	Opening Stock
	Voucher Details
	Receipts
	Closing Stock

	Item name


	Qty
	Value
	Type
	No.
	Date
	Qty.
	Value
	Qty.
	Value


6.IV register 

	IV no.
	Name of the ward to which supply is made
	Date 

	
	
	


7.0 Process Efficiency Criteria:

	Si. No.
	Activity
	Efficiency Criteria

	1
	Sending Rejected Items
	The rejected items shall be sent within one month after rejection. If not sent due to some valid reason, the letter shall be sent to vendor/ supplier

	2
	Physical Verification
	Physical verification shall be done on a yearly basis

	3
	No. of drugs expired
	Zero expired drugs


8.0 Reference Documents:

Procedure for Pharmacy Management 

Indent placed by the department incharge 





Hospital department





Requisition approved by the MO I/C





Store I/C receives the indent





Details verified 





Items available





Purchase Process begins





Items are issued& entry is made in store & user department register





Items received by the user department & stored for further use





Approval from MO I/C for routine items & RKS meeting approval for Proprietary items 





Tender Quotation, Purchase orders issue & items are received 





Items received in the Central Store & user department informed 









