SOP Template: Prescription Generation and Delivery
Guidelines

This SOP details the prescription generation and delivery guidelines, covering accurate prescription creation,
verification processes, secure packaging, timely delivery methods, patient communication protocols, and compliance
with legal and ethical standards. The objective is to ensure accurate medication dispensing, patient safety, and
regulatory adherence throughout the prescription lifecycle.

1. Purpose

To provide standardized procedures for generating, verifying, packaging, delivering, and communicating prescriptions,
ensuring safety, accuracy, and compliance with all applicable laws.

2. Scope

This SOP applies to all pharmacy staff, healthcare providers, and related personnel involved in prescription handling
and patient delivery services.

3. Responsibilities

¢ Pharmacy staff: Prescription creation, verification, packaging, and delivery.
Healthcare providers: Accurate and legible prescription orders.

Delivery personnel: Secure and timely medication delivery.

e Supervisors: Oversight and compliance monitoring.

4. Procedures

1. Prescription Generation
o Ensure completeness: patient details, medication name, dosage, frequency, and prescriber information.
o Use approved prescription templates/formats.
o Electronically sign or stamp prescriptions as per guidelines.

2. Verification Process
o Double-check prescription against patient's medical record.
o Confirm drug interactions, allergies, and contraindications.
o Obtain secondary verification by a pharmacist before processing.

3. Secure Packaging
o Package medications in tamper-evident, labeled containers.
o Include informational leaflets and instructions.
o Store package securely until dispatch.

4. Delivery Method
o Select delivery option according to patient's preference and urgency (e.g., in-person, courier, mail).
o Record delivery tracking information.
o Confirm patient's identification upon delivery when necessary.

5. Patient Communication
o Notify patient of prescription status and delivery timeline.



o Provide contact information for queries or emergencies.
o Document all patient communications in records.

6. Compliance and Documentation
o Ensure compliance with all relevant legal, regulatory, and ethical standards.
o Maintain secure records of prescriptions and deliveries for auditing.
o Report any errors, discrepancies, or adverse events to supervisors immediately.

5. References

e |ocal, state, and federal prescription regulations
¢ Pharmacy council guidelines
¢ Internal compliance manuals

6. Revision History

Date Version Description Author/Editor
2024-06-0111.0 Initial SOP template created | [Your Name]
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