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Quy trinh nhdp thudc va kiém tra thudc nhdp kho S6: QT.DUOC.21
1. MUC PICH

- Lam co s cho viéc kiém nhap thudc trong pham vi Trung tam Y té.

- Quy trinh hoa hoat dong kiém nhap thudc trong don vi.

- Bam bao géng tac kiém nhap thudc duge thue hién ding cac quy dinh hién
hanh cia BO Y té.
2. PHAM VI AP DUNG

Ap dung dbi V(’)’i,tét ca cac khoa phong c6 st dung thudc, tit ca nhan vién y té
thudc Trung tam Y té.
3. TAI LIEU THAM CHIEU

Thong tu 22/2011/TT-BYT ngay 10/6/2011 ciua Bo Y té quy dinh vé t6 chirc
va hoat dong cua khoa Dugc bénh vién.

Thong tu s6 20/2017/TT-BYT ngay 10 thang 5 naim 2017 ctia Bo trudong Bo Y
té quy dinh chi tiét mot sé diéu cua Luat dugc va Nghi dinh s6 54/2017/ND-CP ngay
08 thang 5 nam 2017 ctia Chinh phu vé thudc va nguyén liéu 1am thubc phai kiém
soat dac biét.

Thong tu s6 27/2024/TT-BYT ngay 01 thang 11 nam 2024 cia Bo truong Bo
Y té sira doi, bo sung mot s diéu ctia Thong tu s6 20/2017/TT-BYT ngay 10 thang
5 nam 2017 cta B truéng BO Y té quy dinh chi tiét mot sb diéu cua Luét duogc va
Nghi dinh s6 54/2017/ND-CP ngay 08 thang 5 nim 2017 ctia Chinh phu vé thudc va
nguyén liéu lam thudc phai kiém soét dic biét.

4. THUAT NGU VA CHU VIET TAT
DS: Duoc si
KD: Khoa Dugc-TTB-VTYT
HDKNT: Hoi dong kiém nhap thudc
HDKNTDY: Hoi dong kiém nhap thudc dong y
P.TCKT: Phong Tai chinh - Ké toan
TK: Thu kho
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Quy trinh nhdp thudc va kiém tra thudc nhdp kho S6: QT.DUOC.21
5. NOI DUNG QUY TRINH

5.1. Luu dd

T
T

Tailieu | L.z =

Trach nhiém Trinh tu thuc hién .z | Biéu mau
: Co ‘ tham chiéu

- Tha kho Duoc
chinh

- Phu ta kho Dugc

1 | chinh

- Duoc si kho Duoc
chinh

- Nhan vién tiép liéu

5.2.1

Tiép nhén

- Thua kho Duoc
chinh
- Phu ta kho Duoc [

Bién ban
kiém nhap

chinh

- Duoc si kho Duogc

Kiém tra, xac
5.2.2

nhan nhap kho

chinh ’
- Nhan vién tiep liéu
- Ho61 dong kieém nhap

- Thu kho Dugc
chinh o -

3 | - Duogc si kho Dugc Grl' Ch'ep; 523 Phleu
chinh auan Iv ho nhap kho

- Thong ké tong hop

- Théng ké téng hop
- Tha kho Duoc

4 | chinh 524
- Duoc si kho Duoc
chinh

5.2. N¢i dung qui trinh
5.2.1. Tiép nhén

Thude trude khi nhap kho dugc tién hanh tiép nhan tai khu vuc danh riéng cho
viéc tiép nhan thudc.

Thii kho Dwoc chinh va nhén vién tiép liéu nhén hang thwe hién cdc yéu cau
Sau.

- Thu kho kho dug chinh can ctr trén hoa don giao hang ciia cong ty, dbi chiéu
v6i1 1énh/don mua hang (du trir), doi chiéu tén thuoc, ham lugng, so lugng, s6 16, han
dung, s6 dang ky cua hang hoa so by qua chung tir giao nhan hang va danh muc
thuoc hién hanh.

- Kiém tra chat lvgng cam quan, bao bi con nguyén, khong rach v&, dinh ban,
nhan hi¢u hang hoa ro rang.
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Quy trinh nhdp thudc va kiém tra thuéc nhdp kho Sé: QT.DUOC.21
- Kiém tra han dung, s6 dang ky cua thudc so voi s6 dang ky tring thau trén
danh muc hién hanh.

- Khi tién hanh nhén cac thude gay nghién, thude hudng than, thu kho dugc
chinh phai thyc hién Bién ban giao nhan theo mau quy dinh tai Phu luc IX kém theo
Thong tu s6 20/2017/TT-BYT ngay 10 thang 05 nam 2017 cua B6 Y té: kiém tra
hoa don voi phiéu giao hang va phiéu xuit kho. Néu khong dung hodc thiéu mot
trong cac gidy to lién quan thi 1ap bién ban hoan tra thudc va hoa don cho nha cung
cap.

- Khi tiép nhan vic xin, tha kho véc xin phai kiém tra va luu giit théng tin theo
mau quy dinh tai Phu luc I ban hanh kém theo Thong tu S6: 34/2018/TT- BYT ngay
16/11/2018, khong tiép nhan khi c6 bat thuong vé thong tin lién quan dén viac xin.

- Khi tlep nhan cac thudc c6 diéu kién bao quan dic biét (Vac xin, thudc nghién,
huéng than, thudc bao quan lanh...) phai nhanh chong dugc kiém tra, phan loai va
bao quan thudc theo hudng dan ghi trén nhin va theo quy dinh cua phéap luat. Néu
c6 sy sai 1éch va khong dam bao diéu kién bao quan thi lap bién ban hoan tra thudc
va hda don cho nha cung ing.

- Péi voi thube mién phi, phai kiém tra hoa don véi cong vin, bién ban duoc
su dong ¥ phé duyét ctia Giam Ddc bénh vién.

Sau khi tién hanh tiép nhan thudc, néu khong c6 van dé gi, thu kho ky xac nhan
nguoi nhéan hang vao hoa don chinh, phu va phleu giao hang. Sau do, trong vong 24
gid moi Hoi dong kiém nhap tién hanh thu tuc kiém tra, xdc nhan, nhap hang.

5.2.2. Kiém tra, xdc nhdn, nhip kho

Trong vong 24 gid Hoi dong kiém nhéap theo Quyét dinh thanh 1ap cua Giam
doc Trung tam Y t€ ti€n hanh xac nhan toan bd hang hda nhap kho, theo 2 giai doan,
coO bién ban hop 1¢

a) Giai doan 1

- Can ct trén hoa don, cac thanh vién ciia Hoi dong sé& kiém thure té ting mit
hang theo ndi dung sau: dung tén thudc trén hoa don giao hang, du sO lugng, ham

luong ding, hing san xuét, quy cach dong goi, noi san xuit, sd dang ky, so kiém
soat, han dung, chit luong cam quan va nguyén nhan hu hao, thira thiéu.

- Ghi bién ban kiém nhép theo ndi dung trén va cé chit ky cua cac thanh vién
hoi dong xac nhan nhép kho.

- Thudc kiém soat dic biét, thudc gay nghién, thude hudng tam than, phai lam
bién ban kiém nhap riéng theo quy dinh.

- Khi ¢6 véan dé hang nguyén dai, nguyen kién bi hu hao thira thiéu, Hoi dong
s& iy quyén cho khoa Duoc kiém hang giai doan 2.

b) Giai doan 2

- Thanh phﬁn gém Lanh dao khoa Dugc, Dugc si cung ung, théng ké dugc va
thu kho Duoc chinh.
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Quy trinh nhdp thudc va kiém tra thudc nhdp kho , S6: QT.DUOC.21
- Tién hanh kiém hang dén don vi nho nhat (vién, 6ng, chai, lo, gobi, céi,...)

- Kiém lai sb luong, soat xét chét lugng, ghi nhan vao bién ban.
- Pé riéng s6 lugng hu hong, ghi nhan s6 lwong hu hong hodc thira thiéu.
- Lap bién ban guri vé cong ty dé yéu cau bdi hoan.

5.2.3. Ghi chép, quan ly ho so

Thudc sau khi duoc hoi déng kiém nhap xac nhan nhap kho, tién hanh cac bude
ti€p theo sau day:

a) Thii kho Dwgc chinh thuc hién

- Ky nhan hoa don, kiém tra s6 lugng hoa don giao, sé hoa don, tén cong ty.

- Kiém tra tinh hop 1¢ cua hoa don (c6 bat thuong phai bao céo cho trudng khoa
ngay dé xin hudng giai quyét)

- Sap xép thudc vao kho.

- Luu phiéu.

b) Duwoc si thong ké tong hop thwe hién

- I§iém tra tinh hop 1€ cua hoa don (co bét thudng phai bao céo cho truéng khoa
ngay dé xin hudng giai quyét)

- Nhap day da cac thong tin cua hoa don vao phﬁn mém HIS. Nhép chinh xac
cac ngi dung: don vi giao/ nha cung cap, s6 Series, s6 hoa don, tén thuoc ham lugng,
nha san xuat, nuoc san Xut, quy cach, ty 1¢ quy do6i, don gid/ thanh tién, so 10, han
dung, thué suat VAT theo hda don. Kiém tra tong thanh tién trén hé théng voi hoa

don. , kiém tra cac mit hang trén héa don co thudc trong mot hop ddng, ghi s6 hop
dong bang but chi 1én hoa don va ghi chii phan dién giai. Luu phiéu.

- Kiém tra don gia cac mat hang trén hoa don phai trung khop véi don gia tring
thau ciia mat hang do. Doi véi cdc mat hang c6 gidm gid, phai c6 cong van giam gia.

- Sau khi kiém tra cac thong tin di chinh xac thi xac nhan nhap kho trén phan
mém HIS.

- In phiéu nhap kho.

- Photo lai hoa don dé luu; dbi chiéu, ban giao hoa don “bdn chinh” cho Phong
Tai chinh - K¢ toan. Khoa Dugc luu hoéa don “bdn photo” va phi¢u nhap kho.

- Giao Phong Tai chinh - ké toan ban chinh hoa don can thanh toan (¢é s6 giao
nhan, mau dinh kem).

- Néu cac thong tin khong tring khép, Duoc si théng ké duoc phdi hop voi Tha
kho Dugc chinh 1ap bién ban va bdo cdo Lanh dao khoa Dugc hoan trd hang va hoa
don cho nha cung ung.

- Pbi vé6i thude tai tro, thuée mién phi: nhap thong tin dua theo héa don/ bién
ban hang cho va ghi cht trén phan dién gidi “Hang tai tro”
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Quy trinh nhdp thudc va kiém tra thuéc nhdp kho Sé: QT.DUOC.21
- In bién ban kiém nhap va cac thanh vién trong hdi dong ki€ém nhap ky xac
nhan.

- Hoa don sau khi nhédp vao h¢ théng duoc viét vao sb giao nhan hoa don, giao
héa don nhap hang cho nhan vién thong ké tong hop (co ky s6 giao nhdn hoa don,
mau dinh kem).

5.2.4. Nhap kho, luu kho bido quéin

Sau khi hoan tt thu tuc kiém hang, thi kho Dugc chinh tién hanh thyc hién
nhap thuoc vao kho Duoc chinh, luu kho bao quan.

- Sap xép thude vao gia, ké, ti tim ké panel theo phan loai.

+ Thubc kiém soat dic biét, Thudc ddc, thube nghién, huéng than, Thudc c6
hoat lyc manh, Thudc dé chay nd, Thudc nhay cam véi anh sang, thudc thuong.. ..

+ Phan loai theo dang thude: vién, g061, bot, mg, dich truyén, khang sinh, thude
nudc, dung ngoai, ..

- Trong mdi dang, khi sip xép theo van a, b, c,. . Tén thude quay ra ngoai,

thudc c6 han dung xa de vao trong. Sip xep theo nguyen tac d& thay, dé 14y, de kiém

tra va theo nguyén tic nhap trudc, xuat trude (FIFO), hét han trudc xuét trude
(FEFO).

- Céc diéu kién bao quan thudc phai tuan thu theo dung thong tin trén nhan da
dugc phé duyét hodc cong bo theo quy dinh.

Thuc hién 5 chdng cho tit ca cac kho:

v Ch(?:)ng én}.

v Chong moi, mot, chudt.

v Chong tham hoa (chay n6, ngép lut,..)

v Chong qué han dung.

v Chéng trom cép, mat mat, hu hao, nham 1an.

6. CAC BIEU MAU

- S6 kiém nhap, Bién ban kiém nhap (Phu luc 1).

- Phiéu nhap kho (Phu luc 2).

- S6 giao nhan hoa don véi Phong Tai chinh - Ké toan (Phu luc 3).
7.LUU TRU HO SO:

STT B¢ phan luu trir Thoi gian luu
1 | Duogc si Truong Khoa Dugc 3 nam
2 | Cac b phan lién quan thyc hién quy trinh 3 ndm
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Quy trinh nhdp thudc va kiém tra thudc nhdp kho S6: QT.DUOC.21
7. CAC PHU LUC

Phu luc 1: Bién ban kiém nhap thudc.

7 o MS: 01D/BV-01
SO'Y TE TINH AN GIANG
TRUNG TAM Y TE HA TIEN

SO KIEM NHAP THUOC,
HOA CHAT, VAT TU' Y TE
TIEU HAO

Huéng din:
- Inkho A3 gap doi, trang dau in nhw trang bia.
- Béntrong, tir trang 2 va 3, cur 2 trang mot, in noi dung mau o trang sau.

- Bit dau so dung ngay: ... oveounn. [ovoernns
- Hét s6, nop luu trit ngay: ........ [vieue. S

Ngay ban hanh 02/01/2026 Trang 8/13



Quy trinh nhdp thudc va kiém tra thudc nhdp kho S6: QT.DUOC.21

S6 Tén thu'(")c, Sé Nuée ]
chirng | hoa chat, | Pon .z X Han | Pon | So Thanh | Ghi
T twr vat tuy té vi kiem san dun ia | lwon tién chu
ALy : soat xuat g9 yng
tiéu hao
1 2 3 4 5 6 7 8 9 10 11

Hwéng din:- Hoi dong kiém nhap theo Thong tu quy dinh t6 chirc va hoat dong
khoa Duoc bénh vién;

- Ngay, thang, ly do nhap ghi gitra trang, sau d6 ghi thanh vién Hoi
dong;

- Kiém nhap theo trinh tu thude, hoa chat va vat tu y té tiéu hao;

- Cudi cuing céc thanh vién Hoi dong ky;

- Viét tat ghi vao cot sb chimg tir (6): Hoa don: HP.
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SO Y TE TINH AN GIANG MAU SO C32 - HD

TRUNG TAM Y TE HA TIEN (Ban hanh theo TT 107/2017/TT-BTC
- ngay 10/10/2017 ciia BO Tai chinh)

BIEN BAN KIEM NHAP

Hém nay, ngay  thang  nam  Hoi dong kiém nhdp gom cé

Cung tién hanh kiém ké 16 hang:
Tén cong ty ban hang:
Tén don vi mua hang:

S hoa don:

Ngay mua hang:
Nguén hang:
Tén, nhan hiéu,
quy cach, pham Han £ 1a S6 | Pongia | Pon | Thanh
STT 1 chat (SP, hang VT ding So 10 lwong | (VAT) gia tién
hoa)
1
2
Cong khoan: ........... Tién hang:
Tong so6 tién (bang chir):
THU KY CHU TICH HOI PONG

THANH VIEN




Quy trinh nhdp thudc va kiém tra thuéc nhdp kho

! Sé: QT.DUOC.21
Phu luc 2: Phiéu nhap kho

SO 'Y TE TINH AN GIANG MAU SO C30 - HD
TRUNG TAM Y TE HA TIEN (Ban hanh theo TT 107/2017/TT-BTC
MDVQHNS:....uveeeenennnnnnnns ngay 24/11/2017 ctia Bo Tai chinh)
PHIEU NHAP KHO
Ngay....thang....nam........
SO

Ho tén nguoi giao:

Theo hoa don so:

Cha: .o Ngay: .o

Nhap tai kho:................ Piadiém:.........................

A i . S6 lwong .
Tén, nhan hiéu, quy ~ « | Donvi : Pon Thanh
STT cach, pham chat Ma so tinh 'I:heo . Th}rc gia tién
chieng tir | nhan
A B C D 1 2 3 4
Cong:..ovennn.

Téng s6 tién (viét bang chit):...........veeueeeiieeiieeen .

SO chung tr kém theo:...........ooooiiiiii
Nguwoi lap Nguwoi giao hang Thu kho K¢ toan trwéng  Thi truwong don vi

(Hodc phu trach
bo phan)
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Quy trinh nhdp thudc va kiém tra thuéc nhdp kho

S6: QT.DUOC.21

Phu luc 3: Phiéu xuat kho

SO 'Y TE TINH AN GIANG MAU SO C31 - HD
TRUNG TAM Y TE HA TIEN (Ban hanh theo TT 107/2017/TT-BTC
MDVQHNS:....uveeeenennnnnnnns ngay 24/11/2017 ctia Bo Tai chinh)
PHIEU XUAT KHO
Ngay....thang....nam........
N1
Ho tén ngudi nhan hang:............... bia chi bo phan:....................
LY do Xuat Kho:. ...
Xuat tai kho:................ Piadiém:.........................
STT Tén, nhan higu, quy M sé Pon vi S‘O lqugl'huc Pon Thanh
cach, pham chat tinh Yéu cau % gia tien
xuat
A B C D 1 2 3 4
Cong:..oevenennnn.
Téng s6 tién (viét bang chit):...........oveveeeeieeeieeee. .
SO chung tr kém theo:...........ooooiiiii
Nguwoi lap Ngwoi nhan hang Thua kho K¢ toan trwéng  Thii trwéng don vi
(Hodc phu trach
bo phan)
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Quy trinh nhdp thudc va kiém tra thuéc nhdp kho S6: QT.DUOC.21
Phu luc 4: So6 giao nhan héa don

TRUNG TAM Y TE HA TIEN MAU SO C32 - HD
KHOA DUQC-TTB-VTYT (Ban hanh theo TT 107/2017/TT-BTC
ngay 10/10/2017 cia Bo Tai chinh)

SO GIAO NHAN HOA PON

STT SO HOA DON TEN CONG TY GHI CHU

Ngay thang nam

NGUOI GIAO NGUOI NHAN
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