xvii.   Policy and Procedure to Order Medication(s) for Dispensary Inventory
This policy will define the process to order medications for the office wholesale dispensary.
This office places orders once a week for medications.
There is a Wholesale Medication Ordering Form that is populated with medication orders throughout the week.
This list is populated in 2 ways:
· A patient requires a new medication or a refill and it is not in office stock.
· The integrated system in EHR notifies the physician or staff member that inventory is low for a normally stocked medication.
As medications are added to our order, the cart for the wholesale medication supplier is populated during the week.
This office places the medication order on a Friday by 12 noon.  
The orders in the cart are matched to the orders listed on the wholesale medication ordering sheet to ensure both are accurate.
The order is placed with the wholesaler.
