(insert AGENCY name)
Policy and Procedure for Ordering, Controlling, and Storage of Medications and Devices
Purpose
This is a sample policy for RH Care agencies to use to ensure compliance with RHCare Certification Requirements. This policy follows the Oregon State Board of Pharmacy (BOP) rules and regulations as of August 2026.
Policy
The licensed staff at (insert AGENCY name) who dispense medication will follow the Board of Pharmacy rules on ordering, maintaining and inventory, controlling access, and storing medications and contraceptive devices. The rules state that the agency must maintain written policies and procedures for drug management, including security, acquisition, storage, dispensing, and record keeping.
Procedure
Ordering/Receiving
1. All drugs must be acquired from a registrant of the Board of Pharmacy.
2. Only those medications/devices which are listed on (insert AGENCY name) formulary may be ordered.
3. Appropriate medication quantities will be stocked to minimize outdated medications and waste.
4. A reorder level and/or schedule for reordering will be determined.
5. The (insert POSITION/TITLE) shall maintain a record of the ordering information for all medications and devices. This should include:
a. Name of medication/device, dosage, and amount;
b. Supplier; and
c. Supplier’s address and contact phone number.
6. When orders are received, two staff members will verify the order by: 
a. Checking the medications/devices against the invoices;
b. Recording the amount received on the inventory sheet;
c. Placing the medications/devices in a secured area immediately (medication stock will be rotated as appropriate when new stock is delivered);
d. Noting any discrepancies and back-ordered items; and 
e. Reporting order discrepancies to (insert POSITION/TITLE).
Purchasing 340B Supplies
1. Agencies receiving Title X funds are eligible to purchase contraceptive methods and supplies at public health (discounted) prices through the 340B Drug Purchasing Program. 
7. Check here for the program’s website and to view a list of agencies that qualify: http://www.hrsa.gov/opa/.
7. Agencies that qualify are referred to as “covered entities.”
7. Drug manufacturers and distributors utilize the list of covered entities to verify those agencies who qualify for discounted pricing.
1. (insert AGENCY name) will keep the “authorizing official” and “primary contact” information current in the covered entity database.
1. (insert AGENCY name) will recertify annually by HRSA’s Office of Pharmacy Affairs. 
9. Agencies will be notified approximately one month before the recertification deadline.
9. Recertification information will be sent via e-mail to the authorizing official, who is responsible for the online recertification. 
9. All questions or problems with certification/recertification or accessing the 340B Drug Purchasing Program will be sent electronically to: Apexus Answers at mailto:ApexusAnswers@340Bpvp.com or staff may call: 1-888-340-2787.
Inventory
1. An inventory log/dispensing log (paper or electronic) (See Pharmacy Dispensing Policy Attachment 2 for sample) will be maintained for each individual medication and for each dosage (if more than one dosage is stocked).  
1. All records of receipt and disposal of medications must be kept for a minimum of three years.
1. All records required by these rules or by other State and Federal law must be readily retrievable and available for inspection by the Board.
1. (insert POSITION/TITLE) will conduct a monthly inventory review. 
13. Current monthly inventory should equal previous month’s balance plus amount received minus amount distributed during the month.
13. Discrepancies in the monthly inventory will be reported to the (insert POSITION/TITLE) by the end of that working day.
13. Discrepancies in inventory and subsequent adjustments in the medication log must be approved by (insert POSITION/TITLE).
Security/Control/Access
1. All medications must be kept in a locked medication cabinet or designated medication storage area that is sufficiently secure to deny access to unauthorized persons.
1. The medication cabinet or designated medication storage area must remain locked and secured when not in use.
1. Only dispensing practitioners or a Registered Nurse may have a key to the locked medication cabinet or designated medication storage area.
Storage and Disposal
1. All medications/devices will be stored according to the Board of Pharmacy rules and the manufacturer’s published guidelines including:
17. Proper sanitation;
17. Temperature range;
17. Exposure to light;
17. Ventilation;
17. Moisture control; 
17. Space; and
17. Expiration date.
1. Medication not conforming to the manufacturer’s specification regarding color or consistency shall not be dispensed or supplied until authorization is obtained from manufacturer.
1. Medications which are recalled, outdated, damaged, deteriorated, misbranded, or adulterated shall be quarantined and physically separated from other medications until they are destroyed or returned to their supplier.
1. Outdated medications/devices may be disposed of in a biohazard bag/container and placed in biohazard waste collection for incineration. This will be witnessed by the (insert POSITION/TITLE) and another designee.
1. Documentation of the disposal will be recorded on the inventory record and initialed by the (insert POSITION/TITLE) and another designee (see Pharmacy Dispensing Policy for medication inventory log Attachment 2 for sample).
1. All records of receipt and disposal of medications must be kept for a minimum of three years
Compliance with the Drug Supply Chain Security Act
1. The Drug Supply Chain Security Act (DSCSA) | FDA is federal legislation which grants the FDA authority to establish regulations aimed at securing the U.S. drug supply chain to protect patients. Staff will comply with the Drug Supply Chain Security Act as information is made available. 
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