TEMPLATE STANDARD OPERATING PROCEDURE FOR ORDERING, RECEIPT AND ISSUE OF PAPER FP10 PRESCRIPTIONS IN [PRACTICE]
Objectives
To detail the processes involved to receive and issue paper prescription forms in [practice].
The Stages of the process
Ordering 
[name of staff member] (or delegate) has overall responsibility for ordering sufficient supplies of paper prescription forms. The prescriptions should be ordered via the online PCSE online ordering portal for NHS Stationery. 
Receipt
Upon receipt of the prescription forms, [name of staff member] should ensure that the relevant details are recorded in a stock control system (preferably computerised). 
A check should be made that what is delivered matches with what was ordered. 
The following information should be recorded: 
· Date of delivery
· Names and signatures of staff member accepting delivery and witness
· What has been received (quantity and serial numbers, which are shown in bar code format on each box of FP10SS forms – bar coding data can be easily scanned using an appropriate device directly into a suitable application such as Excel)
· Details of the prescriber (if the prescriptions are pre-printed)
· Where items are being stored
Any discrepancies with the delivery should be immediately reported by [name of staff member] to [name of staff member]. 
Issue of prescriptions to individual prescribers
When prescriptions are issued to individual prescribers from practice stock, the following should be recorded on the centrally held stock record within the practice: 
· Date prescriptions are issued to a prescriber from centrally held stock
· Names and signatures of person issuing prescriptions and prescriber receiving prescriptions
· Details of who prescription forms were issued to, along with the serial numbers of the forms issued

Responsibility
[amend as appropriate]
Insert here any additional information including: 
Who is responsible for carrying out each stage of the process in your practice? 
- under normal operating conditions 
- in different circumstances e.g. when staff are sick/on holiday 
How would discrepancies with the delivery be escalated? 
Other Information
Records of prescription pads received and issued to prescribers within the practice should be retained in accordance with local and/or national retention schedules.
Review
This SOP will be subject to routine review on a yearly basis, or sooner in the light of new guidance. 
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I have read and understood the SOP for the ordering and receipt of prescriptions in [practice]
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