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How to Call a Prescription into a Pharmacy SOP

If you are needing to call in a prescription to a pharmacy, the pharmacist will need the following information. Until you are fully trained on calling in prescriptions as directed by the Director of Operations, you must first talk to the pharmacist on every call in prescription. This will allow you to learn what the pharmacist needs and to avoid the pharmacist having to call us back with missed or forgotten information. Once you are fully trained via the DOO, you may begin leaving messages at the pharmacy. You must give them the following information.
· Your name
· Name of clinic
· Name of Doctor
· Phone number of clinic
· New prescription or refill
· Canine or feline
· Name of pet
· DOB of pet
· Owner’s name
· Owner’s phone number
· Name of drug needed
· Strength of medication
· Quantity needed
· Refills, if any
· Directions
You cannot say too much about the prescription on the phone. If you aren’t sure if it needs to be stated, it probably does. It is suggested that you say the information in the same order each time to assist you in not forgetting any information. Below is an example of calling in a prescription to a pharmacy.

Hi, this is [name] from [Clinic Name] with Dr. [name] and our phone number here is 123-123-1234. I am calling in a new prescription from one of our patients. It is a canine. His name is Fluffy. His birthdate is 1/1/2011. His owners name is Sally and her phone number is 123-456-7891. Fluffy is needing Tramadol 50mg, quantity 14, no refills, directions are, give 1 tablet by mouth every 12 hours for pain control. Again, this is [name] and if you have any question please call the clinic at 123-123-1234.
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