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Dear Colleague,

THE UNITED REPUBLIC OF TANZANIA

MINISTRY OF HEAL1lI

It
POBox 9083

DAR ES SALAAM

19 Apr~l 1995

The Nat~onal Fam~ly Plann~nq Programme has a pleasure to prov~de

you a very ~mportant manual wh~ch def~nes and operat~onal~se the
contracept~ve loq~st1c system of Tanzan~a. The success of our
Programme depends on your efforts to ensure that all Tanzan~ans

have access to qual~ty fam~ly plann~nq serv~ces by ensur1nq
cl1ents can obta1n contracept1ves method they want when they need
them.

The purpose of th~s manual 1S to ass~st you 1n your Job on how
to manage your contracept1ve suppl~es. Refer to th~s manual
whenever you have a quest~on about Tanzan1a contracept~ve

loq~st1c system.

The Fam~ly Plann~nq Un~t w~ll ensure that there ~s cons~stent

supply of qual1ty contracept1ves and we expect you to do the
same.

Thanks for all your effort and we are look~nq forward to hear any
comments you may have about th~s manual and the contracept1ve
loq~st~c system.

Yours s~ncerely,
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Inttoducuon 1

Introduction

WHO IS THIS MANUAL WRl1TEN FOR?

TIns manual was developed for you and other personnel m the NatIonal Fannly Plannmg
Programme (NFPP) who manage contracepttve suppbes It IS your Job, and the Job of others
m the NFPP to order, Issue, dlStnbute, store and transport contraceptIves You may be a
fanuly planmng servIce provIder, maternal ch1ld health aide, maternal child healthffannly
plannmg coordmator, program SupervIsor and manager, storeroom and warehouse manager, or
a pharmaCIst

WHY WAS THIS MANUAL WRl1TEN FOR YOU'

TIns manual was wntten to prOVIde standardIZed procedures and guldelmes for the
management of contracepnve suppbes The manual Wl11 asSISt you to

Determme contracepnve supply needs

Order, receIve, and store contraceptIves properly

Dlstnbute and mamtaln adequate contracepnve suppbes

Record and report accurate mformatton about contracepttve suppbes and theIr use

Morutor 10gISttCS acnVInes and supervIse the personnel who carry them out

If all NFPP personnel use these procedures to manage theIr contraceptJve supplIes, then
quabty contracepnves will be avaIlable at all times to fannly planmng users everywhere m the
country

Apnll995



Management of the Fannly Plannmg LogISbCS System

HOW SHOUW YOU USE THIS MANUAL?

11

Ths manual IS a Job reference to asSiSt you m managmg contraeepuve supplles Take the tune
to look over the whole manual and become faImbar with Its contents Then refer to It as you
need to m carrymg out your respoIlSlbl1lues m managmg contraeepuves

Each chapter of the manual descnbes a specific loglsucs management acuV1ty, mcludmg

The purpose of the 10glSucs management acuvlty,
When the acuvlty should be earned out,
InstrucuoIlS on how to complete the acuvlty, and
Examples 11lustratmg the acuvlty

You w111 fmd a l1st of acronyrIlS (abbrev18uoIlS) and a glossary of 10glSucs terms at the end of
the manual There are also annexes which mclude copies of all record and report formats and
an Action Plan format

The followmg summary prOVides mformauon on the contents of each chapter

I The Nanonal Fannly Planning Programme LogJSt1cs Management System

Ths chapter descnbes the NFPP contraceptive logistics plpelme and dlstnbutlon
system

n Loglstlcs Management RespooslbdInes

Ths chapter descnbes and l1sts the loglsucs Job respoIlSlblbues for each posluon of
NFPP staff who manage contracepuves Be sure to find your l1st ofJob respoIlSlbllltles
and refer to It on a regular basiS

nI Recordmg and Repornng

TIns chapter descnbes how to record mformauon usmg the Day-to-Day Form,
Inventory Record. and Issue Voucher It also descnbes how to aggregate and report
mformatlon usmg the Report & Request for Contraceptives form

Apnll995



Introducnon 111

IV Assessmg Supply Status

Tlus chapter descnbes how to determme average monthly consumptIon rates for each
brand of contraceptIve It helps you deternnne 1f your facIlIty IS overstocked,
understocked, or properly stocked, and what actIons to take 1f necessary

V. DetemuDlDg An Order

Tlus chapter descnbes how you can deternnne the quantIty of contraceptIves to order
for a routIne order and how to place an emergency order

VI Stormg Contraceptives

Tlus chapter prOVIdes guldelmes for receIvmg and stonng contraceptIves and
mamtammg contraceptIve qualIty control

VD. Conductmg A PhySical Inventory

Tlus chapter descnbes how and when you should conduct phySIcal mventones of your
contraceptIve stocks

VIll Transporting Contraceptives

Tlus chapter descnbes the current NFPP transportatIon system for contraceptIves and
the Transport Sharmg Agreement WIth the EPI Programme

IX LogIStIcs Momtormg and SupervISion

Tlus chapter prOVIdes steps for conductIng a lOgIstICS SUpervISOry VISIt and a guldelme
for lOgIStICS momtonng and SupervISIOn

Apnll99S



NFPP LogtSbCS Management System 1

I

The National Family
Planning Programme
Logistics Management
System

WHAT IS THE TANZANIA NFPP LOGISTICS MANAGEMENT SYSTEM?

The TanZ3DJa NatIOnal Fannly Planmng Programme LogIStics Management System IS a system
of storage faclhtles, transportation lmks, and record keepmg managed by you and other fannly
planmng personnel

The system has four levels

CENTRAL where contraceptlves are stored m the central warehouse and are managed and
dIstributed by the staff of the FannJ.y Planmng Urnt based m Dar es Salaam

REGIONAL where contraceptlves are receIved from the central level and are managed and
dIstrIbuted to regIonal level faCUlties, such as regIOnal hOSpItalS, and to dIstrICts
m the regIOn by regIOnal NFPP staff, usually the RegIonal MCH/FP
Coordmator and the AsSIStant RegIOnal MCH/FP Coordmator

DISTRICT where contraceptIves are receIved from the regIonal level and are managed and
dIStributed to dIStriCt level faCUlties, such as dIstrict hOSpItalS, and to servIce
dehvery pomts m the dIstrict by the DIStrIct MCHIFP Coordmator

SDP ServIce Dehvery Pomt (SDP) where contraceptIves are receIved from the
dIstrict level and managed and dIspensed to users by SDP staff, usually the
MCH AIde In addItion to bemg a level m the lOgIStICS system, an SDP IS any
faCUlty (such as a hospItal) at the dIStrIct, regIonal and or central level that
prOVIdes fannly plannmg servIces dIrectly to chents SDPs also mclude urban
and rural health centers and dIspensanes
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Management of the Faunly Plannmg LoglSucS System

WHAT IS THE PURPOSE OF THE TANZANIA LOGISTICS SYSTEM?

2

The purpose of the system IS to assure that all Tanzamans are able to receive the
contraceptives they want when they VISit a NFPP service dehvery pomt You can descnbe the
purpose of the system as the SIX RIghts

THE SIX RIGHTS

The Purpose of the Tanzama NFPP LoglS1lcs Management System IS to supply

the RIGHT GOODS

m the RIGHT QUANTITIES

m the RIGHT CONDmON

to the RIGHT PLACE

at the RIGHT TIME

at the RIGHT COST

WHAT IS THE TANZANIA LOGISTICS PIPEliNE?

The logIStics pipeline IS the entlre chain of storage facilities and transportation
lmks through which supplles move, mcludmg the port facilities, central warehouse,
regIOnal warehouses, all servtces delivery pomts, and transport vehicles

In Tanzama, contraceptIVes are stored m the Central Warehouse operated by the FPU m Dar
es Salaam, m smaller storage faclllttes at the regional and dlstnct levels, and m the service
dehvery pomts A variety of trucks, pick-ups, and Jeeps owned and operated by the MlDlStry
of Health move contraceptives from level to level The four storage levels of the system and
the transportatton lmks between them are the TANZANIA LOGISTICS PIPELINE A
dIagram of the plpelme IS shown at the end of tlus chapter
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NFPP LogIStICS Management System 3

HOW DO CONTRACEPTIVES MOVE THROUGH THE PIPEUNE?

At the central level, the Fanuly Plannmg
Umt staff order contraceptIves once a year
Currently contraceptIves are supplIed by a
number of donors to Tanzama
Contraceptives are delIvered to Tanzama
approxunately every 6 months

At the regional level, regional NFPP staff
determme the amount of contraceptIves
needed and place an order With the Central
Level quarterly, at the end of every three
month penod ContraceptIves are
delIvered by central level staff to the
regIOnal level withIn 2 months of recelvmg
an order

Ifyou work at the l'egJ.onallevel, you

~ prepare and send your RqHJrt &

RetplUtlor ContTtleeptwes to
"the cemrallevel quarterly

process and debver contraceptIve

orders to the d1stncts m your
_rcgum~on~

Ifyouw~ at the dktrkt level, you

~ - prepare and send your Report &
RetplUt lor ContTtIeeptaes to

• the regJ.onallevel monthly

.At the service dehvery level

At the dIstrict level, district NFPP staff
determme the amount of contraceptIves
needed and place an order with the regional
level every month, at the end of the month
Contraceptives are delIvered by regional
level staff to the district level Wlthm 1
month of recelvmg an order

At the service delIvery pomt level, district
level staff VISit the service delIvery pomt
once a month bnngmg With them a supply
of contraceptIves The dIStrict level staff
work With the SOP staff to determme the
amount of contraceptIves needed at the
SOP and prOVide them to the SOP on the
spot

Apnll99S
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vwt the SDPs m your cbstnct
monthly, dctermmc their
contraceptIve order. and supply
each SDP on the spot

SDP staff work With chstnet
level staff when they VISit

monthly to 1'CVlCW records,
dctermmc the amount of
contraceptIves needed. and
prepare the Report & Request
lor ContTtleeptwes each month
for thelf facility



Management of the Famlly Plannmg LogISuCS System

BOW DOES INFORMATION MOVE THROUGH THE PIPEUNE'

The Report & Request for Contraceptives form IS the centeqnece of a combmed ordenng and
reportmg system When an order IS placed at any level, mformatlon about contracepttves
dispensed to famdy plannmg users IS passed through the system ThIS mformatton IS used for
momtonng the system and detennmmg contracepttve requU'CIJ1ents nattonwlde

WHAT DOES THE TANZANIA LOGISTICS PIPEUNE LOOKUKE?

The followmg IS a diagram of the levels m the Tanzama logIStics plpelme The reportmg and
ordenng schedule and the average tune It takes to receive an order after It IS placed are also
mdlcated

4

REPORTING & LEVELS - ... RECEIPT TIME
ORDERING FREQUENCY

- -

prepare requirements CENTRAL shipments received every 4-6
esttmatlons annually With months
donors !

prepare and send Report & REGIONAL order received from central
Request for Contracepnves level wlthm 2 months
to the central level quarterly

!

prepare and send Report & DISTRICT order receiVed from regional
Request for Contraceptives level Wlthm 1 month
to regIOnal level monthly

!

prepare Report & Request SDP order received on the spot
for Contraceptives With
district supervisor monthly
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LogJSt1cs Management RcspoDSlbllmes 5

II

Logistics Management
Responsibilities

WHO MANAGES THE FAMILY PLANNING LOGISTICS SYSTEM?

Many famtly planmng staff are mvolved m the operatIon of the logIStIcs system There should
be at least one person m each region, dlStnCt, and SDP who IS responsible for the management
of contraceptIves at that level or faculty Famtly planmng staff who may play a part m the
logistICS system usually mclude

At the regional level

Regional Medical Officer (RMO)
Regional MCH Coordmator
AssIStant Regional MCH Coordmator
Regional PharmaceutIcal Store KeeperlPharmaclst
Regional Cold Cham Operator

At the dlstnct level

Dlstnct Medical Officer (DMO)
DlStnct MCH Coordmator
AssIStant District MCH Coordinator
Dlstnct Pharmaceutical Store KeeperlPharmaclst
DIStrict Cold Cham Operator

At the SDP level

Nurse m Charge Medical ASSistant
Medical m Charge MCH Aide
MCHIFP m Charge Peer Health Educators
Rural Medical Aide Village Health Workers
TraditIonal Brrth Attendants (TBAs)

Apnll995



Management of the Famtly Planmng Loguucs System 6

The pOSItiOns that are InghlIghted are those staff that usually have major responsibility for the
management of contraceptives at their level or facility If the person who holds tins posItion at
your level or facIlIty does not have responsIbility for the management of contraceptives,
someone must be asSigned tins responsibility to assure that the system operates and that
contraceptives are always available to users

If you are responsible for the management of contraceptives, find the descnptlon of your
responsIbIlIties below ThIs lIst should be helpful to you m understandmg your job as It
relates to managmg the logIstics system

If you supervIse staff who manage the logIstics system, tins lIst should help you assure that the
responsIble staff person knows and IS performmg the job of managmg contraceptives

WHAT ARE YOUR LOGISTICS MANAGEMENT RESPONSIBIUTIES'

The followmg are descrIptions of the logIstics management responsibilIties for each of the
famlly plannmg staff usually responsIble for managmg the logIStics system ReVIew the lIst
for your posItIon and add any logIstics responslblllues that you have that may not be mcluded
Refer to tins lIst each month to assure that you are fulfillmg your responsIbilities and playmg
your part m helpmg the logIstics system work effecuvely and efficiently

Apnll995



LogtSbCS Management Responslb111bes 7

REGIONAL MCHIFP COORDINATOR
ASSISTANrREGIONAL MCHIFP COORDINATOR

In matters related to contraeepove loglSocs management, the RegIonal MCHIFP
Coordmator, or the AssIStant RegIonal MCHIFP Coordmator when appomted
by the RegIonal MCHIFP Coordinator, Wl1l

1 Complete allloglSt1cs records regularly, and subunt reports quarterly to
the central level Famlly Planmng Umt or other appropnate office for
transmIttal to the Fannly PlanDJug Umt

2 Assess contracepove supply status for each brand of contracepove at the
regIonal level quarterly .;c ~

3 Determme contracepove order quantloes for the regIonal level every
three months

4 Issue contracepoves to the dlstnct level on a monthly basis, based on
orders from the dlStncts

5 Store contracepoves at the regIonal level folloWIng accepted storage
gwdelmes, and/or momtor contracepoves stored at Pharmaceuocal
Stores to ensure that storage gwdelmes are followed

- - -
6 Conduct a physIcal mventory of contracepoves quarterly

7 Conduct supply and SUpervISOry VISits each month to each dlStnct

8 Manage and coordmate transport of contracepoves on a monthly basIS to
the dlStnct level WIth the EPI RegIonal Cold Cham Operator (RCCO)

9 Momtor 10glSocs-related ac0V10es at regIonal and dlstnct levels,
mcludlDg developmg a monthly work plan detallmg lOgIStics aCOV1oes to
bemomtored

10 PrOVIde regular supportive superVISIon to regIonal and dlStnct personnel
m matters related to IOglStlcs management, includmg proVldmg
IMmedIate mformal on-the-Job trammg to unprove performance of
personnel at these levels
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Management of the Famtly Planmng LoglSucs System

DISTRICI'MCHIFP COORDINATOR
ASSISTANTDISTRICI'MCHIFP COORDINATOR

In matters related to contraeeptlve 10glStlcs management, the DlStnet MCHIFP
Coordmator, or the AssIStant DlStnet MCHIFP Coordmator when appoInted by
the DlStnct MCHIFP Coordmator, will

1 Complete alllogIStlcs records regularly9 and sulmut reports monthly to
the regIOnal level or to the appropnate office for transnuttal to the
regIonal level

2 Assess contraceptive supply status for each~brandof contraceptIVe at the
dlStnct and SDP levels monthly. ~- _ _

...... -'--
--

3 Determme contraceptlve ordef quantitles for the dtstnet level monthly
and for SDP levels dunng monthly V1S1ts m consultation WIth SDP
personnel .._"~

4 Issue contraeeptlves to SDPs durmg monthly_visits

5 Store contraceptives at the dIstnct level followmg accepted storage
guldelmes, and momtor contraeeptlves stored at Pbarmaceutlca1 Stores to
ensure that storage gutdehnes are followed - -

6 Conduct a physical mventory of contraceptives monthly

7 Conduct supply and superVlSOry VISits each month to each SDP

8 Manage and coordmate transport of contraceptives on a monthly basIS to
SDPs With the BPI DIstnet Cold Cham OperatorJDCCO)

9 Momtor lOgIStics-related actlVlUes at dIstnct and SDP levels, mcludmg
developmg a monthly work: plan detaIlmg IOgIStlcs actlVltles to be
momtored

10 PrOVide regular supportive supefVlSlon to dlstnct and SDP personnel m
matters related to logJ.st1cs management, mcludmg provldmg lIDIDed1ate
mformal on-the-Job trammg to unprove performance of personnel at these
levels

Apnll995
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LogIStIcs Management Responslbl1mes 9

SDP PERSONNEL

In matters related to fmmly planmng contraceptIve lOgIStICS management, SDP
personnel will

- -
1 Store contraceptIves at the SDP level followmg accepted storage gwdelmes

2 Make entrIes mto the Day-to-Day Form and Inventory Record m an
accurate and tImely manner

3 Work WIth the DIstrIct MCR Coordmator monthly to complete monthly
reports and determme contraceptIve needs

4 Conduct a phySIcal mventory of contraceptIves stored at the SDP monthly

Apnl1995



Management of the Fanuly Planmng LogIStics System

In
Recording and
Reporting

WHAT IS THE TANZANIA NFPP LMIS?

The Tanzaroa NFPP lOgIStiCS management mformation system (LMIS) IS a system of records
and reports that IS used to collect and transmtt mfonnatton about

contraceptIves dIspensed to chents,
contraceptives In storage, and
contraceptive movements

There are four forms used In the contraceptIve lOgIStiCS management mfonnatlOn system

Day-to-Day Fonn
Inventory Record
Issue Voucher
Report & Request for Contracepnves

AT WHICH LEVELS ARE THESE FORMS USED?

With the exceptIon of the Day-to-Day Form which IS used only at the SDP level, all other
fonns are used by each level

10

SDP DISTRICT REGION

Day-to-Day Fonn
lnvenrory Record lnvenrory Record Inventory Record

Issue Voucher Issue Voucher
Repon & Request for Conrraceptlves Report & Request for Contraceptives Report & Request for Conrraceptlves

Apnl1995



-RecordIng and ReportIng 11

WHEN AND BY WHOM ARE THESE FORMS FIllED IN?

Form When Filled In By Whom

Day-Io-Day Form each tIme contracepbves are dIspensed to clients SDP fanuly plannmg provIder
(MCH AIde, chmc nurse)

Inventory Record each tlme Storekeeper, MCH AIde or
- contracepbves are receIved or ISSUed MCHIFP Coordinator
- a phySIcal mventory IS conducted
- an order IS placed
- damaged or expIred contraceptIves are
IdenUfied

Issue Voucher each tIme contraceptIves are moved from one Storekeeper and/or MCHIFP
faculty to another Coordinator

Report & Requesl for each tIme an order IS placed MCHIFP Coordmator
Contraceptives - monthly at SDP & dIstrIct levels

- quarterly at regIOnal level
- when an emergency order IS placed

A DAY-TO-DAY FORM

WHAT IS THE PURPOSE OF THE DAY-TO-DAYFQRM?

The FamIly Planmng Day-to-Day Form IS prImanly used on a daIly baSIS to record the amount
and type of contraceptIves dIspensed to users dur10g each chent VISIt It IS also used to record
chent 1OformatIOn A form called Summary Table 3 IS used 10 conjUnctIOn WIth the Day-to­
Day Form to summanze InformatIOn about contraceptives dIspensed to chents at the end of
each month Because Summary Table 3 presents the total of each contraceptIve dIspensed each
month, It IS useful to refer to It when calculat10g your average monthly consumption rate
(AMCR) See Chapter IV for more InformatIOn about AMCR

Both the Day-to-Day Form and Summary Table 3 are part of the MOHIHMIS System The
Day-to-Day Form IS assembled 10 a ledger style book WIth the Summary Table It remams at
the servIce dehvery pomt and should be easIly acceSSIble to the prOVIder who IS dispensmg
contraceptives Further InformatIOn can be found 10 the ledger book 10 whIch the forms are
contamed - famIly PJannm~Day-to-Day Book FI04 For The MeR Services In Health
FaCIlItIes (1993)
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Management of the Fannly Plannmg logIStics System

HOW DO YOU FlU IN THE DAY- TO -DAY FORM?

12

If you are dlspensmg contraceptives to chents (also called "users" or "acceptors") you must fIll
In the Day-to-Day Form each tune contraceptIves are gIven out Follow the steps below and
be sure to prmt all mformatlon clearly so anyone who needs the mformatlon can easily read It

STEPS IN FILLING IN THE DAY-TO-DAYFORM

1 If the chent receives a contraceptlve. the Day-To-Day Form IS filled m

2 One Ime should be used for every chent that receives a contraceptlve on each VISit

3 If a chent IS referred or does not receive a contraceptlve. do not fill m the form for that
chent

4 If a chent receives more than one contraceptlve. mclude all the mformatlon for that chent
on the same Ime

5 Prmt the DATE of the chent's VISit usmg the day and month Smce the year IS already
recorded on the cover of the book. you do not need to fill m the year

6 Prmt the chent's name

7 Prmt the chent's Identlficatlon number This comes from the clIent's Record Card For
new chents. give consecutive numbers startmg With 1 for the first chent of the year

8 Type of Chent "New" chent means that the chent has never used a contraceptIve at any
tIme or at any place "All others" are those who have accepted a contraceptive at some
time m the past "All others" also mcludes those contmumg WIthout mterruptlon. those
returmng after a penod of tlme of no contraception, and those acceptmg a contraceptIve
at a different chmc

9 Contraceptlves Dispensed These columns are used to record both the type and quantIty
of contraceptIves dispensed Prmt the amount of the contraceptive given to the chent If
the chent IS given more than one contraceptIve. put all the amounts on the same Ime
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STEPS IN FILLING IN THE DAY-TO-DAYFORM

Continued

Always enter mdmdual umts for each contraeepttve, such as

~ofOrals

~ of Depo -Provera
~ofIUDs

~ofCondoms

~ of Foam Tablets
~ of Norplant
~ofGloves

~ of Dtaphragm

Note that under the column headIng "Oral Contraceptives" there are five blank spaces
The followmg brand names of oral contraceptIves should be wntten m these spaces,
always m the followmg order, from left to nght

MIcrogynon Lo-Femenal Marvelon MIcrolut MIcroval

As the spaces are small the brand names may be abbreVIated m the followmg manner

M Gynon LoFem Marv MLut M Val

When oral contraceptIves are dIspensed, the amount dISpensed should be wntten under
the appropnate brand name

10 When a sheet 15 full, contmue WIth another sheet

II Tally the numbers at the bottom of each sheet At the end of the month tally the figures
for each page and wnte the grand total for the month on the last sheet

These totals should be recorded on Summary Table 3 for each month

12 Begm a new sheet each month

The follOWIng example Illustrates how to complete the Day-to-Day Fonn for the chent VISIts

lIsted Summary Table 3 for the example follows the Day-to-Day Fonn
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--- ----------- -- ------------------------_. ----
DAY-TO-DAYFORM EXAMPLE

--....... - .....
'r.-~ ~ ~

I The followIng VISIts were made-to Inyala Health Centr~for jamily"planmng servtces m
: ... - .......... ~ .....- J..

June 1994 The Day-to-Day Form for these VISits follows - - - ~ ~ ..
- -~, - ~. ~ ,.;;.:.,~~ ",-~-.. !l.:~:"-::- - -::. - .,.... -1'- _ ~

... - _~-""'::-'i"..~... ~:~.- "" .........

.... -"'__ -- ...... : p"~~~:i.~i~l~v ~~ ... ;::L- ~ ~- ...... -...-'"
1 On 3 June 1994, Sarah Mbele, a new client, received three cycles of Lo- ",-

...."1 1"- .... """'i-~_"VI- ",I'- ..._...... '.-::'

Femenal She was asSIgned chent number 94-58: -~- ..-
... '- ~........ -

........ ;;;;. ... ~...r""'~ .....::s-....:';.........-... v It",..,

2 On 9 June, Issie Borna, a new cbent, receIved anmJecnon of Depo-Provera
and 12 condoms Her chent number IS 94-59

3 On 10 June, John James receIved 24 condoms It was hts first VISIt to a
famIly planmng chmc

4 On 12 June, Dan Moses, chent number 94-40, receiVed 36 condoms He lost
same of the packages of condoms he received previously from Ktponzelo
Chmc and gave the rest to hIs brother

5 On 16 June, Jane MoshI talked to the MCHIFP AIde and was referred to the
regIOnal hospital for an IUD msemon She has four chIldren and prevIOusly
used Mlcrogynon

6 On 20 June, Fehta Salma received 3 cycles of Mlcroval She has not used
any contraceptive smce before her last pregnancy Her chent number IS 93­
15

7 On 28 June, Tma Mamba, chent number 93-2, received an mJectlOn of Depo­
Provera and was given 12 condoms

-----------------
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DAY-TO-DAY FORM

15

Date Chent Name Chent Chent Type Contraceptive DIspensed at thiS VISIt (UOItS)
Number

Yr Num New All Oral Contracepllves Inject IUCD Dla Condom Foam Stenh Nat Glovls
Others abies phragm Tab zallon Meth

M Gynon LoFem Marv M Lut M Val

3/6/94 Sarah Mbele 94 58 { 3

9/6/94 Issie Boma 94 59 { 1 12

10/6/94 John James 94 60 { 24

12/6/94 Dan Moses 94 40 { 36

20/6/94 Fellta Sarma 93 15 { 3

28/6/94 1inaMamba 93 2 { 1 12

Total 3 3 2 84

(Note At the end of each month, draw a Ime under the last entry and total the columns for the month Transfer thIS tnfonnabon to Summary Table 3 )
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SUMMARY TABLE 3 FOR DAY-TO-DAY FORM

Table 3 Amount of contraceptives dispensed

Recordmg and Reportmg 16

Monlh Oral Pdl InJectables IUCD Dla- Condom Foam Stenhzatlon Gloves
phragm Tablets

M Gynon LoFem Marv MLul M Val

January 3 6 3 2 24

February 3 6 3 2 36

March 9 3 4 48

Aprd 3 6 1 60

May 3 6 3 2 72

June 3 3 2 84

July

August

September

October

November

December

Year total I
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B INVENTORY RECORD

WHAT IS THE PURPOSE OF THE INVENTORY RECORD?

The Inventory Record IS used for mdlcaung quantlUes of contraceptIves receIved and Issued,
adjustments. quantity on hand and quantity on order Inventory Record forms are bound
together m a ledger called the Inventory Ledger Book Separate Inventory Record forms are
kept for each brand of contraceptIve Maxunum and mmnnum months of supply levels are
also recorded on the ionn for qUIck reference

You should keep the Inventory Record convement to the contraceptIve storage area so you can
fill m the record each tune you receive or Issue contraceptIves

InformatIOn collected on the Inventory Record IS used m fillmg m the Report & Request for
Contraceptlves form whIch Will be discussed m Part D of tlus chapter The Inventory Record
IS a part of the MlIDStry of Health HMIS, further mformatlOn concerrnng thiS form can be
found In the Ledger Book For MODltormg Drugs and SupplIes (1993)

HOW DO YOU FILL IN THE INVENTORY RECORD?

Fill In the Inventory Record whenever you

receive or Issue contraceptlves
conduct a phySIcal mventory
place an order
Identify and separate damaged or expIred stock

Follow the steps below and be sure to pnnt all InformatIOn clearly so anyone who needs the
InformatIon can eaSIly read It
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STEPS IN FILLING IN THE INVENTORYRECORD

1 Pnnt all mformation clearly

2 CommodIty Number Do not fill In tlus space smce contraceptives are not assIgned a
commodIty number at thIs bIne

3 DescnptlQn of CQmmodlty Pnnt the BRAND NAME of the contraceptive, for example,
Lo-Femenal, Mlcrolut, CT380A

4 SpecIal CQndulOns Needed Leave tlus space blank

5 Standard Amount to Order Leave this space blank

6 SpeCIal Instructions fQr Qrdenng Leave tlus space blank

7 Umt Used Prmt the Umt used

~QfQrals

~ Qf Depo-PrQvera
~ofIUDs

~QfCondoms

~ of FQam Tablets
~ of Norplant
~ofGloves

~ of DIaphragm

18

8 MaXimum Stock Pnnt the maxunum stock level that has been determmed for YQur region or
dlstnct or your dlstnct's SDPs m thIS space These maxImum levels are

regional level
dlstnct level
SOP level

7 months
3 months
3 months

9 M1DlDlUm Stock Pnnt the mImmum stock level that has been determmed fQr your reglOn or
dlstnct or your dlstnct's SOPs These mImmum stock levels are

Apnl1995
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STEPS IN FllliNG IN THE lNVENI'ORY RECORD

Continued

10 Storaee LocatlOn Leave thJ.s space blank

11 ~ Prmt the date of the transactIon usmg day-month-year, e g 14/5/94 for 14 May 1994

12 Transaction Reference Always enter the locauon to wluch you are 15Sumg or from wluch
you are recelVlng supplIes You may also mclude the 15sue voucher number pertammg to that
transaction When a phYSICal mventory 15 taken. wnte the words "PhYSIcal Inventory" In thIs
part of the form

Note Unless thIs 15 the fIrst tune your faculty 15 managmg a partIcular contraceptIve brand the first
Item 115ted on any Inventory Record form should be the balance forward from the prevIous
form Descnbe the transactIon by wntmg the words WBalance Forward" m the transaction
reference column

13 QuantIty ReceIved Prmt the total amount of contraceptIves receIved from the supplIer IN
RED INK

14 Quantity Issued Pnnt the total amount of contraceptIves dlStnbuted For regIonal and
dlstnct levels, thIS means the amount of contraceptIves that were ISSUED to storage facULtIeS
or SDPs For SDPs tlus means the amount of contraceptives that were taken out of storage to
be dIspensed to clIents durmg that day or week

15 AdJustmerns Pnnt any quantItles that have been lost, transferred to another faculty,
damaged, or expIred Should you receIve expIred or damaged goods from another faclhty
do not enter these supphes mto Inventory Notify the next htghest level for further
InstruCtiOns for handlIng these damaged or expired goods Use a mmus (~) Sign or plus (+)
before the figure to mdlcate how the adJllStment should be computed

16 Quantity on Hand PrInt the new balance after each transactIon The new balance IS the
preVIOUS balance plus the amount receIVed or mmus the amount Issued Also add or deduct
any adJustments ThIS balance represents a "runnmg total" PhYSICal Inventones should be
conducted at the end of each month (for dIstnCts and SDPs) and quarterly (for regIOns) The
phySIcal count should be entered In red and noted as a phySIcal mventory count

17 QUantIty on Order PrInt the quantIty of stock you ordered that day after you have taken your
phYSICal mventory and completed your Repon and Request for ContraceptIves

18 EiW1ananQn for AdJUstmern In tlus space wnte any reasons for adjustments noted m the
adjustments column For example. If condoms were transferred from your faCIlIty to another
faCUlty. It should be explamed where they were transferred and Why
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The followmg example 11lustrates how the Inventory Record would be completed for the
transactions lIsted Note that because the transactIons mvolve two contraceptIves, condoms
and one brand of oral contraceptIve - Lo-Femenal - there IS one Inventory Record for each

------------_.._-------------------------

20

INVENI'ORYRECORD EXAMPLE - ~
,r ,..... "'yo ....."""_ ~ ...'t.Q... -~liw_=-.-t..\~ :. ~ii~-:''''''''' - :-.:: ....-. __-- ~.... r ::. -_... ; .....- ;:. 1:' r:;:--; __10<:.. _-Ji _ ll~...!i

You are the manager for the contraceptIve storage mMwaDza RegIon, responsIble for
ISsumg contraceptIves to dlstncts m yoUr regIon It IS 5 March andyou are abOUt to ISsUe

-- ... - .... ~'lI ......"....,.y- .l&.. J<-"""" '"

contraceptIves to the dlstncts. You have completely filled m the Inventory Records for 1.0-
Femenal and condoms so you start new records for tliese contraCeptives, betDg Sure to
transfer the balances from the past records to the new ones At the begmnmg of March you
have 102,000 pIeces of condoms and 8,000 cycles of Lo-Femenal

1

2

3

4

5

6

7

8

9

On 5 March 1994, you Issue 48,000 PieceS of condoms and 500 cycles of Lo­
Femenal to Ngudu Dlstnct

On 9 March, 18,000 condoms were returned to your warehouse from Ngudu DistrIct
as they dId not have room to store them

On 14 March, you Issue 2,400 cycles of Lo-Femenal and 24,000 PieceS of condoms
to Magu Dlstnct

On 18 March, you receive 108,000 pieces of condoms and 16,000 cycles of Lo­
Femenal

On 22 March, you send 12,000 PieceS of condoms to Gelta DIstrIct

On 26 March, you send 24,000 condoms to the Sengerema DistrIct

On 29 March, you send 3,000 cycles Lo-Femenal and 36,000 condoms to Mlssungwl
DIstrIct

On 31 March, you conduct a phySIcal mventory and dIScover that 500 cycles of Lo­
Femenal had expIred You separate them from the-usable stock and remove them
from mventory ~ ... ~:.......- :. - .--- -

...... ~ -: _ ---- ....._"'l-,..J..-::::: _ 'l...o~.... ---.~.,."........-..

_ "':._""'f -

On 1 Aprl11994, you determme that you-need to order 240,000 p;eces of condoms
and 20,000 cycles of Lo-Femenal So you complete your Report & Requestfor
ContraceptIves and send your order to the centra1level
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INVENTORY RECORD

CommochlY Number Descnpuoa ofCOllllllCldIlY Condoms SpeeW eonlhllOllS _

SttncWd IJnOUnl to order s-:ttIlIIStnICt1llIIS for_

MaxImum months of supply M,mmum IIIOIllbs of supply Storlie IocauoD

Unit used Pzeces 7mos 4mos

IQuanulYOII
onIcr

IQuaNsty 01\ baDdI Quarwty blued 1 AdJIISIIIIOIIlI (Ioacs -.ros)1=
5-3-94 Balance Forward 102,000

5-3-94 Ngudu D,slncl 48 000 54000

9-3-94 Ngudu D,slncl + 18,000 (1) 72 000

14-3-94 Magu DlSlnct 24 ()()() 48,000

18-3-94 Central Warehouse 108 000 156,000

22-3-94 Geua DlSlncl 12 ()()() 144 ()()()

26-3-94 Sengerema DlSInct 24 ()()() 120 ()()()

29-3-94 Mlssungwl Dmnct 36 ()()() 84,000

31-3-94 Physlcallnvenlory 84000

1-4-94 Order Placed 240 000

~ - . ~ - -- - ------_.... --- .... _- ...._... - ....... - -_........... - -----

Explanation for adjustments

(l) Returns from Ngulu DlSlnet due to lack ofspace

I~
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INVENTORY RECORD

22

Commodlly Number
Descnp'- of c:ammoduy Lo-Femenal SpecIaI--'- ....

SllIndani amount 10 order S-w .lIIDUClIOIII for arden-

MU:lmum mondIs or IIIICt MIDIIIIIIIII n-m or .....ly SlQnIe Iocaban

Un'l UJCd Cycles 7mos 4mos

Dale Tranuc:uoa Rcreraa QuantII)' RcceMd Quualy AdJ- (\clIIa -) Quanaly oalwld Quanul)'llII

Issued order

5-3-94 Balance Forward 8000

5-3-94 Ngudu D,stnct 500 7.500

14-3-94 Magu D,stnct 2,400 5.100

18-3-94 Central Warehouse 16000 21,100

29-3-94 Missungwi D,stnct 3,000 18,100

31-3-94 Ph'meallnventory - 500 (1) 17,600

1-4-94 Order placed 20,000

-- - -- - - - _..._------- - _.._--_ .. ---- -

Explanation for adjustments

(1) 500 C}cles discovered expired and removed from lnvenlory
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C ISSUE VOUCHER

WHAT IS THE PURPOSE OF THE ISSUE VOUCHER?

The purpose of the Issue Voucher 15 to document and momtor contraceptIve stock movements
The Issue Voucher used by the NFPP IS the standard government ReqwslttonlIssue Voucher
form for all commodItIes Use thIs form every tune you Issue or move contraceptIves from
one faclhty to another It IS used by the central, regIOnal and dlstnct levels The SDP level
does not use the Issue Voucher

In other programs, tlus form IS typIcally used for ordenng and Issumg However, Since the
NFPP Report & Request for Contracephves form 15 used for ordermg contraceptives, the
Reqmslhon/lssue Voucher, or Issue Voucher, will be used only for isswng contracepuves

HOW DO YOU FlU IN THE ISSUE VOUCHER?

If you Issue or receIve contraceptIves, you need to be able to correctly use an Issue Voucher
Follow the steps below and be sure to prmt all mfonnatlon clearly so anyone who needs the
mfonnatlOn can easIly read It
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STEPS IN FILLING IN THE ISSUE VOUCHER

1 12 Wnte m the name of the person m charge (RMO at regIonal level, DMO at dtstnct
level, In Charge at SDP), the name of the faculty and the address

2 Issue Voucher Leave tblS space blank

3 ~ Wnte m the date on wbtch you are fillmg m the voucher

4 Descnptlon Qf ArtIcle Wnte the brand of contracepuve for each Item bemg ISsued

5 !lnl1 Wnte m the UDlts of measure for the contraceptive Qr AIDS control supply reqwred
FQr example

m1§ofOrals
~ of Depo-Provera
~ofCondQms

~ofIUDs

~ of Foam Tablets
~ of Norplant
~ofGloves

~ of Diaphragm

6 OUantlty ReQUIred Usmg the mformauon on the Repon & Requestfor
Contraceptives, wnte m the quantIty requested

7 Quantity Issued Wnte m the quanuty bemg Issued at thiS tIme

8 DQ NOT fill m columns marked Led~er FohQ Issuer, Ledger FohQ. ReceIver Qr
RegUlsltJoD1n& Qfficer

9 Issu1D~ Qfficer Signature Qf the Issumg Qfficer goes here along With the deSIgnation (yQur
tItle) and wQrk statIQn (name Qf yQur faCUlty)

24

10 ReceJV1D~ Qfficer Signature Qf the recelvmg officer goes here along With deSignatIon (tItle)
and the date YQU receive the CQmmodltles

11 If there are any discrepancIes or damage to contraceptives, they should be noted on tbts form
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WHAT DO YOU DO WITH THE COPIES OF THE ISSUE VOUCHER?

Each Issue Voucher IS prmted In trIplIcate Each copy of the voucher IS a different color the
ongmal, labeled "A", IS whIte, a duplIcate, labeled "B", IS blue, and a trIplIcate, labeled "eft,
IS green or pmk When the Issue Voucher IS completed

a The green or pmk copy cannot be removed from the Issue Voucher book and for tlns
reason It stays at the faCIlIty where It IS fIlled out It should be fIled at the faCIlIty In a
place where It can be located should It be needed

b The white and blue copies are sent~ the contraceptives to the receiver (consignee)

c On receIpt of the shIpment the receIver (consignee) should carefully reVIew the amount
noted on the Issue Voucher and sIgn If there are any dIscrepancIes In the amount, they
should be noted before sIgnIng

d The whIte copy should be returned to the supplIer and the blue copy filed by the
receIver (consIgnee)

The followmg Illustrates a completed Issue Voucher for the example given

ISSUE VOUCHER EXAMPLE

You are the manager for the contraceptive storage m Irmga RegIon You are responsIble
for Issumg contraceptives to districts In your regIon

On 10 February 1995, you Issue 20,000 pIeces of condoms, 1,200 pIeces of Copper
T 380A, and 1,800 cycles of Lo-Femenal to Makete DIStrICt

You receive the ongmal wlute copy back from Makete DlStnct on February 25th
and note that all contraceptIves were received m good order and file the wlute copy

. _... -- --
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Example

~o DMO, Makete D,stnct

(2) Issued Voucher
No
(3) Date February 10th, 1995

A REQUIsmONIISSUE VOUCHER
ALLOCATED STORES ONLY

NOT FOR USE IN CONNECTION WITH UNALLOCATED STORE OR LOCAL PURCHASE

No

26

(4) (5) Quannty Ledger Folto
Descnpnon of Umt

ArtIcle (6) Required (7) Issued (8) Issuer (9) Receiver

Condoms Pieces 20,000 20,000

CopperT-380A Pieces 1,200 1,200

Lo-Femenal Cycles 1,800 1,800

(10) REQUISITIONING OFFICER

Signature

(11) ISSUING OFFICER
Jk~

Signature

DeSignation

Deslgnauon

Station

Stallon

(12) CERTIFIED
A RECEIVED IN GOOD ORDER
B TAKEN ON CHARGE IN MY STORES LEDGER/FOR IMMEDIATE USE
(DELETE WHICHEVER IS APPLICABLE)

(13) RECEIVING OFFICER

b~~

19

qS

Signature
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D REPORT & REQUEST FOR CONTRACEPTIVES

WHAT IS THE PURPOSE OF THE REPORT & REQUEST FOR CONTRACEPTIVES?

The Report & Request for Contraceptzves has three purposes

1 to report supply status and dispensed to chent data to the next lugher level

2 to place an order for contraceptives or supphes

3 to provide data to verIfy the order

HOW DO YOU FILL IN THE REPORT & REQUEST FOR CONTRACEPTIVES?

Because the Report & Request for Contraceptzves IS a report, all of the mfonnatlOn you enter,
or aggregate and then enter, m the form comes from the Day-to-Day form (at SDP level), the
Inventory Records (all levels), and the Report & Request for Contraceptives (region & district
level) Be sure you use the mformatlOn from records that cover the same tlffie penod of the
report

At the SDP level, to complete your report you w111 need

the Day-to-Day Form for the month that you are reportmg
the Inventory Records for the brands of contraceptives you manage for the same
tlffie penod

At the district level, to complete your report you will need

the Report & Request for Contraceptzves forms you received from all the SDPs
m your district for the month prIor to the month you are reportmg
your Inventory Records for all the brands of contraceptives you manage for the
month you are reportmg

At the regIOnal level, to complete your report you will need

the Report & Request for Contraceptzves forms you received from all the
districts m your region for the quarter you are reportmg
your Inventory Records for all the brands of contraceptives you manage for the
same tlffie penod
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STEPS IN FILLING IN THE,
- -

REPORTAND REQUESTFOR CONI'RACEP17VES

1 Rwml Pnnt the name of your regIon

2 DIstrict Pnnt the name of your dtStI'lct

3 FacJhty 1)pelName Prmt the name of your fac]ltty

28

4 Prmt the dates for WIDch the request IS bemg made ThIS wtll always be for a one-month penod at the
SDP and dlStI'lct levels, a three-month penod for the reg]onallevel

5 Note that m thts form each contraceptIve IS lISted by brand It IS Important to record quanttnes
ordered by brand

6 Begmnmg Balance Prmt the quantity of contraceptives of each brand that you had on hand at the
begmmng of thts perIod Th]S mformatlon should be the "Endmg Balance" from your prevIous
report It should also be the amount md]cate on your Inventory Record at the begmnmg of the penod

7 ReceIved thIS Penod Prmt the quantIty of contraceptIves that you receIved at any time durmg thIS
penod Thts mformatlon can be obtamed from the Inventory Record by totallmg up the "Quantity
ReceIved" column for the time penod

8 ~ Prmt the quantity of contraceptives that you Issued from your factl]ty dunng thIS penod,
eIther to dlstr]cts or SDPs Th]S mformatlon can be obtamed from the Inventory Record by totallmg up
the "Quantity Issued" column for the time penod

9 ~ Pnnt any losses or adjustments durmg the penod This mformatlon can be obtamed from the
Inventory Record by totalImg up the "Adjustments" column for the time penod

10 Endmg Balance ThIS]S the amount of stock you have on hand after conductmg your phySical
mventory for the penod Th]S number should equal the "Quantity On Hand" on your Inventory
Record at the end of the penod To venfy your figures you should calculate the amount by addmg the
BEGINNING BALANCE to the AMOUNT RECEIVED DURING THE PERIOD, subtractmg any
amount ISSUED, and subtractJng losses or addmglsubtractmg adjustments as necessary durmg the
penod Th]S wIll gIve you the ENDING BALANCE for the penod Ifyour calculatIon does not
equal the phySical count, make the necessary adjustments on your Inventory Record and the Repon &
Request for Contraceptlves

II Quanutv Needed Pnnt the amount of each brand of contraceptives you are requestmg (See Chapter
V for mstruCtlons to determme quantity to order )
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STEPS IN FllLING IN THE
REPORTAND REQUESTFOR CONTRACEPTIVES

Continued

12 DIspensed to Cbents Pnnt the amount of contracepuves that were d1spensed to chents dunng the

penod

At the SDP level, thIs IS the total quanuty of contracepuves d1spensed to clIents, by brand, for the
penod Tlus mformauon can be obtaIned from the Day-to-Day Fann

At the dIStnct level, thIs IS the total quanuty of contracepuves dISpensed to clIents, by brand for all
the SDPs m the dIstnct dunng the penod Tlus mformatton can be obtamed by total1mg the
"dIspensed to chent~ columns, by brand, from Report & Request for Contracepnves forms submItted
by all the SDPs for the same month

At the regIOnal level, thIs IS the total quanuty of contracepuves dISpensed to chents, by brand, for all
the SDPs m all the dIstncts m the regIon for the penod TIns mformauon can be obtamed by totallmg
the "dIspensed to chent" columns, by brand, from Report & Request for Contracepnves forms
submItted by all the dIStncts dunng the quarter

13 Note that at the bottom of the form there IS a place for the person who prepares the form to SIgn It,
and for the person who checks the form to SIgn and date It There IS also a place where any
adjustments should be explamed

WHEN DO YOU SUBMIT THE REPORT & REQUEST FOR CONTRACEPTIVES?

ThiS form IS used by each level m the system and IS submitted to the next hIgher level
accordmg to the followmg schedule

REPORTING SCHEDULE

SDP - DISTRICT REGIONAL •

prepared monthly durmg submItted monthly to submItted quarterly to
Dlstnct MCHIFP regional level, by the central level, by the last
Coordmator VISit end of the frrst week of day of the month

the next month followmg the quarter
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At the district level, for example, you should submIt your January Report & Request for
Contraceptives to the regIOnal level by the end of the frrst week m February That report will
mclude the sum of all the December dispensed to cbent data collected from all the SDPs you
vIsited m January Smce fannly plannmg activIties will not usually be complete for the month
when you are vlsltmg an SDP, you should collect data for the last complete month, m this case
December The stock data m the report should be the district stock data for the reportmg
month, m this example, January

At the regtonallevel, for example, you should submIt the R&R form for the quarter January
to March by the last week of AprIl The report should contam the aggregated dispensed to
client data from the January, February and March reports you received from the dlstncts and
the stock data for the regIOn for the quarter The begmnmg balance should be the amount of
stock avatlable In the region at the begmnmg of the quarter. In this case on 1 January, and the
endmg stock will be that aval1able on 31 March

WHAT DO YOU DO WITH THE COPIES OF THE REPORT & REQUEST FOR
CONTRACEPTlVES ?

The Report & Request for Contraceptives forms are prmted by the NFPP and bound m books
Each report IS printed m tnpllcate Each copy m the set IS a different color the ongmal IS
white, the duphcate IS blue, and the tnphcate IS green and remains In the book

At SDP level

Green and blue copies remam at SDP and are filed Fl1e the blue copy m a "backup"
file

White copy IS sent to the dlstnct level each month

At district level·

Total the dispensed to chent data by contraceptive from ALL SDPs USing the white
copies they send monthly and enter the figures In the district level report "Dispensed to
Chents It column

Keep the white copy from SDPs and the green copy from the district Fl1e them at the
dlstnct

Send the white and blue copies from the district to the regIOnal level
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At regIonal level:

Total the dlSpensed to chent data by contraceptIve from ALL the dlstncts usmg the
wlute copies from the distrIcts from the whole quarter Enter the figures m the
regIOnal level report "Dispensed to ClIents" column

Keep the green and blue copies from the regional form and the wlute copy from the
dlstnct File them at the region

Send the wlute regional copy and the blue dlstnct copies to the central level

The followmg IS an example of a completed Report & Request for Contraceptives for an SDP
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Example NATIONAL FAl\fiLY PLANNING PROGRAMlVIE
MINISTRY OF HEALTH

REPORT & REQUEST FOR CONTRACEPTIVES

• , -
Contraceptive Begmmng Received Issued Losses Ending Quantity DISpensed to

Balance TlusPenod Balance Needed ClIents

Mlcrogynon 248 100 98 0 250 44 98

Lo-Femenal 25 100 38 0 87 33 38

Marvelon

Mlcrolut 123 0 24 0 99 0 24

Mlcroval

Depo-Provera

Norplant

Copper T

Condoms 260 300 228 0 332 358 228

Foammg
Tablets I I
Gloves 67 200 34 0 233 100 34

Region Mbe.ye DIStrict _~Cu.hl:!luny~at...- _

FacIlIty Type/Name Chalamwa DISPensary
Report for Penod Begmmng 1 March 19.2!.- Endmg 31 March 19 94

Prepared by -I.O..ll!a;u;ttl"""mwa....Zaowab"-"Q:.l.,n.lIil&"""D"",a:wniUile;,LLJIUQa.ln~esL-... _
Checked by .......D!o::;awn.wlei:.1.1.>l.;JQ!an!£.e5~ _
Date __...Ll-'iAU'PLJ;nlI..J1L.::99~4:t- _

Explanation of losses
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IV

Assessing
Supply Status

WHAT IS ASSESSING SUPPLY STATUS'

When you assess your supply status you are determmmg how much of each brand of
contraceptIve you have avaIlable at your facility You can assess your supply status by sunply
countIng the stock avaIlable, such as m a phySIcal mventory (See Chapter 7 for procedures for
conductIng a phySIcal mventory) Tlus gIves you an absolute quantIty of stock avaIlable But
when managmg contraceptIve stocks, It IS much more useful to know how 10nK the stocks wJ.11
.liW and If you have enough stock avaIlable untJ.1 you receIve your next order Tlus chapter
covers procedures you can use to determme how much of each brand of contraceptIve you
have m relatIon to the rate at winch these contraceptIves are dISpensed to users

WHY SHOUW YOU ASSESS YOUR SUPPLY STATUS'

It IS unportant to assess your supply status to determme If you have enough contraceptIves
avaIlable untIl you receIve your next order By assessmg your supply status you will be able
to know If your faCIlIty IS understocked, overstocked or adequately stocked Assessmg supply
IS also the fIrst step m determmmg how much stock you need to order when It comes tlme to
place your order

WHAT IS A MONTH OF SUPPLY'

A month of supply IS the average amount of a contraceptIve that IS dlstnbuted from your
faclhty m one month If you assess your supply, you need to determme how many months of
supply you have m your faclhty When you have 3 months of supply of a partIcular brand of
contraceptIve m your facJ.1lty, and you contmue to dlstnbute the contraceptIve at the same rate
that you preVIously have been, then It will take approXImately 3 months to dlstnbute all the
stock of that contraceptIve It IS more useful to know how long your stocks w111 last rather
than the actual number of each contraceptIve
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HOW DO YOU DETERMINE MONTHS OF SUPPLY'

Use the followmg formula to determme how many months of supply of each brand of
contraceptive you have at your fac111ty

34

BALANCE ON HAND
AVERAGE MONTHLY CONSUMPTION RATE

MONTIISOF
SUPPLY

You determme the balance on hand from your Inventory Record or by actually countmg the
number of umts for the particular brand of contracepnve you are assessmg

To determme the average monthly consumpnon rate (AMCR), you must do the followmg

STEPS TO DETERMINE
AVERAGE MONTHLY CONSUMPTION RATE (AMCR)

At the SDP level

I LISt the monthly totals for a partIcular brand of contraceptive dJspeased to clients for each of the
most recent 6 months 1bJs data can most eas1ly be obtamed from SU17I1TI/lTY Tabk 3 or you can look
at the last SIX months Day-to-Day Fo111lS

2 Look at the last 6 montbs data and detern:une If there IS a trend m data If there IS an mcreasmg or
decreasmg trend from month to month. add the most recent 3 months data and diVIde by 3 to get the
AMCR

3 If there 15 no trend m data, add the SIX amounts to get the total and dMde by 6 to get the AMCR
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STEPS TO DETERMINE
AVERAGE MONTHLY CONSUMPTION RATE (AMCR)

At the dlstnct level

1 LJst the monthly totals of a particular brand of conttaeeptlVe cbspensed to meuts for ALL SDPs in
your district for each of the most recent 6 months TbJs data will come from the Report and Request
for Contraceptives forms you and the SDP personnel have completed durmg your monthly VISits

2 Look at the last 6 months data and determme If there 15 a trend m data If there 15 an mcreasmg or
dccreasmg trend from. month to month, add the most rcccJit 3 months data and dlVlde by 3 to get the
AMCR

3 If there 15 no trend m data, add the SIX .amounts to get the total aDd dlVlde by 6 to get the AMCR.

At the regional level

1 LJst the monthly totals of a part1CUlar brand ofCOitiracepuve dispensed to clients for ALL SDPs in
ALL the districts in the region for each of the most recent.6 months 1blS data will be aggregated
from the Report and Requestfor ContraeeptlVeS forms you bave recetved from AU. chstnets m your
region over the last two quarters _ ,;;C'- '-...=- - -.... , "

~'" -
~ ~ - -

2 Look at the last 6 months data and determme If there JS a trend m data If there IS an mcreasmg or
decreasmg trend from month to month, add the most 1'CCCnt 3 months data and dlVlde by 3 to get the
AMCR " -

3 If there 15 no trend m data, add the_SIX amounts to get the total and dlVlde by .6 to get the AMCR

Once you know your balance on hand and your average monthly consumptIon rate you can
detenmne the months of supply you have on hand of the partIcular brand of contraceptIve by
puttmg these figures mto the formula and makIng the calculatIon

- ,_u_.. _...._.._. _

Example

Ifyou have 360 cycles of Lo-Femenal m-your facility, and the average monthly
consumptIon rate for Lo-Femenal at thIs tnne IS 200 cycles per month then,

360 cycles <balance on band) ­
200 cycles (AMCR)

---------
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WHEN SHOULD YOU DETERMINE YOUR MONTHS OF SUPPLY'

36

You should calculate the months of supply for each brand of contraceptive you manage every
time you prepare your Report & Requestfor Contraceptives and detennme your order At
the SDP and dlstnct levels, you should assess your supply at least once a month At the
regIonal level, you should assess your supply quarterly (once every three months)

If you suspect that you may have too much or too little supply, you may calculate the months
of supply on hand at any tune and evaluate the number of months agamst the maxImum and
mmunum levels established for your faCUlty See below for more Information

WHAT DOES THE NUMBER OF MONTHS OF SUPPLY INDICATE'

The MlnlStry of Health has establIShed maxImum and m1Dlmum months of supply for
contraceptIves for each level m the logIStics system The maXImum months of supply IS the
largest amount of stock a facility should hold at any tune If a facUlty has more than the
maxImum then It IS overstocked and nsks havmg stocks expIre before they are dlStnbuted
The mlDlInum months of supply IS the least amount of stock a faclhty should routInely hold
at any tme If a faCUlty has less than the m1Dlmum then It IS understocked and nsks runmng
out of stock before the next order IS dehvered

WHAT IS THE EMERGENCY ORDER POINT'

An emergency order pomt has also been estabhshed Should the stock level of any
contraceptive fall to or below the emergency order pomt, the nsk of stockIng out IS very great
and an emergency order for the contraceptIve should be placed nnmedlately You can fmd
mstruCtlOns for placmg an emergency order m Chapter V The Dl3X1Dlum and mmunum
months of supply levels and emergency order pomt for the Tanzama Fanuly Planmng LogIstICs
System are

System Level Maxunum Months MlDlmum Months Emergency
of Supply of Supply OrderPomt

RegIOnal 7 months 4 months 2 months

Dlstnct 3 months 2 months 1 month

SDP 3 months 2 months 1 month
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Example

If you manage contraeepttves at the re&lonallevel, and you have 8
months of supply of condoms, 6 months of supply ofLo-Femenal,
and 1.8 months of supply of Mtcrogyno~then you are overstocked
WIth condoms and adequately stocked WIth"Lo-Femenal However,
your stock level for MJcrogynon 18 below the emergency order pomt
and you should place an emergency order for MIcrogynon

_ lmmedlately

Knowmg the number of months of supply you have avaJ.1able will help you determme how
much of each brand of contraceptive you need to order Instructtons for determmmg an order
can be found m Chapter V

After calculatmg the number of months of supply for each brand of contracepttve

If you are between the mIDlmum and maximum level, your faCIlIty IS adequately
stocked Durmg your regular order penod, order up to the maxlntum level

If you are below the mlDlmum level, but have not reached the emergency order pomt,
your faCIlIty IS understocked There IS no need to place an emergency order Durmg
your regular order penod, order up to the maxunum

If you are at or below the emergency order pomt, you nsk a stockout immedIately

order up to the maxunum level If It IS not your regular order penod. place an
emergency order

If you are above the maxunum level, your faCIlIty IS overstocked Do not order more

at thIs tlnte, but reassess the supply of that brand of contraceptIve at the next order
penod and order up to the maxunum should the level fall below the maxlntum
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--------------------------------
SDPEXAMPLE

A chmc dIspensed the followmg contraceptIves to chents for the months January to June In
I early July the chmc staff detenmned the months of supply for each contraceptIve

_.- - -
No trend observed over the last SIX months.
so the average monthly consumpnon
(AMeR) IS ca1cultJted uszng a SIX month
average

I MlCIomum

I
January
February
March
Apnl
May
June

130 cycles
150 cycles
142 cycles
164 cycles
155 cyclesl------> r 901 cycles I " = 150-16 or 151 cycles
160 cycl AMCR,

Balance on Hand = 350 cycles • ~ 35Q CYeles-<baJance) =2 3 months of supply
151 cycles AMCR of MIcrogynon

Condoms

63Q PieceS <balance) = 1 8 month of supply
350 pIeces AMCR of condoms

An Increasing trend IS observed over the last
SIX months. so the average monthly
consumptzon (AMCR) IS calculated usmg a

- three month average

t-----> 1050 pieces /3 = 350 pIeces AMCR

Balance on Hand = 630 pIeces

January
February
March
Apnl
May
June

Rules
1) Fractzons ofunits ofcontracepnves are always rounded up to the whole number
2) Months ofsupply IS always rounded to one plm:e after the deCImal POint If the

second number after the decunal 'IS 5. round up For example. if the answer IS 4 28
months, It IS rounded to 4 3 If It 'IS 4 22. It IS rounded to 4 2 If It IS 4 35. It IS
rounded to 4 4

-------
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DISTRICT EXAMPLE

I The current balance of condoms m the DeJe DlStnCt storeroom IS 1400 pIeces
The quanbbes of condoms dispensed to cbents at the three SDPs m IleJe DIStrict for the last
SIX months were -- -

CONDOMS DISPENSED_TO CLIENTS IN S!?Ps~~DI~CT -
(pIECES)

MONTH SDPI SDP2 - - SDP3 TOTAL

June 120 256 220 - 596

July 122 26S - 198 - 585
- ~

August 140 298 ~ 189 f 627

September 133 -- 301 170- • Q)4
.

October 146 313 165 - 624

November 130
-

325 120
~

575

TOTAL 3611
-

- -'
In early December, the DIStrict MCHIFP CoordInator detemnnes the months of supply of
condoms Smce there IS no trend observed m the total condoms dISpensed from all SDPs
over the last SIX months, a SIX month average IS used for calculating the dlstnct average
monthly consumpbon rate (AMCR)

3611/6 = 601 83 or 602 pIeces AMCR
~

1400 pIeces (balance) = 2.32 or 2 3 months of supply of condoms m DeJe DJStnet
602 pIeces AMCR _ • -

Rules
1) FractIOns ofunits ofcontracepnves are always rounded up to the whole number
2) Months ofsupply IS always rounded to one place after the deCImal POInt If the

second number after the deClmal,S 5, round up For example, if the answer IS 4 28
months, It IS rounded to 4 3 If It IS 4.22, It IS rounded to 4 2 If It IS 4 35, It IS

rounded to 4 4

..._------------------------------'
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REGIONAL EXAMPLE
...;-_.._---_._-'_..._------------------------
I

The data below represent the number of condoms cbspensed to chents by cbstndS mMwanza Regton per the
monthly Repon " Request for Contraceptlves subnnued by each cbstnct On October I, there are 52,000

I pieces of condoms m stock at the regJonallevel

TOTAL CONDOMS DISPENSED TO CLIENTS IN MWANZA REGION BY
DISTRICT (PIECES)

Month DIStrIct Dutnct Dutnct D1S1:nCt DlStnCt Total
1 2 3 4 5

Jan 7645 4569 2367 6578 • - 5431 26,590

Feb 7841 4087 2147 6688 r 5237 26,000

March 7SS3 4265 22S4
,.

6771
_ M

5387 26,530

ApnI 790S ' 4156 2435· -6845 5198 26,539
-

May 8110 4298 2456
,-

6898 527S 1:1,037

- 6943-
~ . -

June 8231 4078 -2514 5149 26,915

July 8432 4259 2563 6978 S026 1:1,258

Aug 8453 4378 25SS 7031 5158 27,605

Sept 8529 4291 2588 7088 5231 1:1,m

In early October, the RegIonal MCHIFP Coordmator calculates the months of supply of condoms Smce no
trend IS observed over the last SJX months (ApnI - September). the average monthly consumpuon rate (AMCR)
IS calculated USIng a SIX month average

163.081 plcccs/6 = 27,18OpICCCS AMCR
- -

52,000 pIeces <balance on band) ~ "_I 91 or 1 9 months of supply of condoms
27,180 pieces AMCR

Rules
1) Fracnons ofunits ofcontract!pfnles are Dhwlys rounded up to 1M whole munber
2) Months ofsupply IS always rounded to 01U! p1llce after 1M tkcunol poInt If the second munber after

the deamallS 5, round up For emmple, if the~r IS 4 28 months, It IS roUlltkd to 4 3 Iflt IS

4 22, It IS rountled to 4 2 If It IS 4 35, It IS rOUlll1«l to 4 4

--- ----- -------------------
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v
Determining
An Order

In order to determme how much stock to order you must know how to calculate the average
monthly consumption rate (AMCR) Please refer to Chapter IVfor lnstruCtlOns on calculatzng
AMCR Steps to take to order contraceptives are summanzed at the end of tlus chapter

INTRODUCTION

Determmmg the correct amount of contraceptives to order ensures that there are suffiCient
stocks on hand so that shortages or stock-outs do not occur At the same tIme, mventones
must not be exceSSIve, smce exceSSIve stocks unply exceSSIve costs and the poSSIbIlIty of
expIration before use In Tanlama, contraceptive stock at all levels of the lOgIStiCS system are
managed through a M3XID1um-Mmnnum Inventory Control System, commonly referred to
as MAXIMIN In thIs system, stock levels of each contraceptive are reVIewed each month at
the dIStnct level and at the SDPs (m conjunction WIth the DIStnct MCHIFP Coordmator), and
every quarter at the regIonal level All levels order enough stock to bnng stock levels up to
the maxImum

In order to determme the correct amount of each brand of contraceptives to order, It IS
necessary to know

MOH guidelmes on maxunumlrnJmrnum months of supply,

How to calculate maxunum quantity levels
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WHAT ARE MOH GUIDEUNES ON MAXIMUM/MINIMUM MONTHS OF SUPPLY'

42

The NFPP has establIShed the followmg maxunum and nummum stock levels for each level of
the system An emergency order pomt has also been estabhshed

System Level Maxunum Months Mmunum Months Emergency
of Supply of Supply OrderPomt

Regional 7 months 4 months 2 months

DistrIct 3 months 2 months 1 month

SDP 3 months 2 months 1 month

WHAT IS MEANT BY MAXIMUM QUANTITY LEVEL'

The maximum quantity levellS the amount of contracept:J.ves by brand above
whIch stock should not nse under normal CU'CUIDStances It IS also the amount of
stock up to whIch you order each tune you place an order

HOW DO YOU CALCULATE MAXIMUM QUANTITY?

MaxImum quantity levels are based on the average monthly consumption rate (AMCR) for
each brand of contraceptive and the maxJDlum months of supply asSigned to each level under
the MlDlstry of Health guldelmes (above) Use the followmg formula to calculate maxImum
quantIty level

FORMULA FOR CALCULATING
MAXIMUM QUANTITY LEVEL

Average Monthly
ConsumptIon Rate
(AMCR for each brand)

Apnll995
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------ ----- ------------- ---,------
Example

The maxnnum quantIty level of condoms for NJombe DlStnct can be calculated as

5.000 pIeces (AMCR) x 3 (MaxImum months = 15,000 pIeceS of condoms
of supply for
dlstnct level)

-

15,000 represents the l7l4Xlmum quannty ofcondoms you want to have on hand at the
Njombe Dzstnet Store

._-- -----

HOW DO YOU DETERMINE ORDER QUANTITY ?

From the Inventory Record you will need mformatlon from the "Quantity on Hand" column m
order to determme the amount of contraceptives to order

In addItIOn to the Q.Uantity on hand for each brand of contraceptives, you also need to consIder
any contraceptIves that are already on order ThIs mformatlon also comes from the "Quantity
on Order" column m the Inventory Record (sample below)

INVENTORY RECORD

Commodity Number Dcscnpuon of commodJty I Soecw COndlUOns needed

SllIIIdard amount to order Soecw InstructiOns for onIenng

Umt used Maximum months of SUDDly Mlmmum months of SUDDly Storage location

Date Transaction Quantity Received IQuanuty Issued AdjustmeDlS (losses mums) QuaDtIty 0Il1wId QuaDtIty OIl order
Reference

NOTE On the KuwaJulz venlon ofthe Inventory Record. the wt column. "KlASI CRA KUAGIZA" (quontlty to
order) IS Incorrect The column should read "KlASI KILlCHOAGIZWA " wluch means "quontlty on order" 77us
means the quantity that has been ordered but not yet recezved when the entry IS mode
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Use the followmg formula to determme the quantIty of each brand of contraceptJ.ve to order

FORMULA FOR
DETERMINING ORDER QUANTITY

44

MAXIMUM QUANTITY QUANTITY
QUANTITY (mmus) ON HAND (mmus) ON ORDER .. :
LEVEL

- QUANTITY
~ TOORDER

To detemune how much stock you need to order, you must first calculate the maxunum
quantIty level, and then subtract what you already have on hand and what you have already
ordered

___ __ __ _ n ,

Example

,--_...._..._...,------ -----------

3,200 cycles

(Maxunum
QuantIty)
Level)

1,450 cycles

- (Quantity
on Hand)

- SOO cycles - 1,250 cycles Mlcrogynon

(QuantIty on - (QuantIty to Order)
__ Order} - ~ -

• Mo _.. ..... .. _ ..

HOW DO YOU PLACE ORDERS FOR CONTRACEPTIVES?

Now that you have determmed the amount of each brand of contraceptives you need to order,
you are ready to place the order ContraceptIve orders are placed by fillmg m the Report and
Request for Contraceptives form One form IS used to order ALL the contraceptIves each tune
an order 18 placed
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When you have detemnned the quantIty of each contraceptIve to order,

1 Enter the amount m the "QuantIty Needed" column on the Repon & Request For
ContraceptIves form (see sample form below)

2 Enter that figure m the "QuantIty on Order" column on the Inventory Record

3 Send thIs form to the next hIghest level

REPORT & REQUEST FOR CONTRACEPTIVES

Region Dlstnct.
Facility Type/Name
Report for Penod Beginning ,19_ Ending , 19-
Contracepbve Beginning Received Issued Losses Ending Quantity Dispensed to

Balance This Penod Balance Needed Clients

Mlcroavnan

WHO FILLS OUT THE BEPORTAND REQUEST FOR CONTRACEPTIVES FORM AND
HOW FREQUENTLY ARE ORDERS PLACED?

LEVEL COMPLETED BY FREQUENCY
OF ORDERS

SDP Level DIStrIct MCHIFP Monthly
Coordmator and (durmg SUpervISOry VISit)

SDP provider

DIStrict Level DIStrIct MCHIFP Monthly
Coordmator

Regional Level RegIOnal MCH/FP Quarterly
Coordmator
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HOW DO YOU PLACE AN EMERGENCY ORDER'

If stock levels are at or fall below the emergency order poInt, and It 15 not time to place your
regular order, you should place an emergency order An emergency order IS placed m the
same manner as a regular order, ordermg up to your maxunum quantity level and usmg the
Repon & Request for Contraceptives form to make the request However, It 15 lDlportant to
wnte "EMERGENCY ORDER" on the top of the form

Send your emergency order by whatever rehable means 15 avallable to you or hand carry the
order to the person who 15 responsIble for supplymg your faclllty Ifyou have access to a
telephone or fax machme, call or fax m your emergency order, then send m the Repon &
Request for Contraceptives form mdlcatmg that thIS was the order you called m or faxed
It IS important that you do Dot delay m transnnttmg your emergency order to the level
above you

46

When It IS tlDle to place your next regular order, do so even If you have placed an emergency
order recently Be sure to mdlcate the amount that 15 already on order

HOW DO YOU VERIFY THAT AN ORDER IS CORRECT'

If you receIve and process orders from lower levels m the system, you should venfy that the
orders you are fillmg are reasonable and correct before you Issue the contraceptives
requested There are several quesnons you can answer to determme If an order IS reasonable
and correct

1 Are all the calculanons are correct? Is the followmg correct?

Begmnmg
Balance

+ Received
Tl11s Penod

Issued -/+ Losses = Endmg
(adjustments) Balance

2 Does the amount received equal the amount you sent last order?

3 Is the begmnmg balance thIs report the same as the endmg balance of the last report?

4 Look at the "DIspensed to Chents" data from the last five Report & Request for
Contracepnve forms and the current form to determme the AMCR Does the amount
you calculate as the Quannty Needed, based on the AMCR and the Endmg Balance,
equal the request on the form?
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5 Are the Dispensed to Chent data and the Quantity Needed smular to prevIous requests?
If not, IS there an explanation?

When answenng any of these questions, rf there are mmor IDlStakes m calculations or shght
mcreases or decreases m dIspensed to user data, you should ISsue the contraceptives and
discuss any IIllstakes m calculations next tlme you make a SUperviSOry VISit If the request
seems unreasonable or InCorrect, you should contact the requesting facility for an explanation
as soon as pOSSible and recalculate the order as necessary AVOId any further delay m
processmg the order and ISswng the contraceptives
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STEPS IN ORDERING CONTRACEPTIVES

1 Calculate the average monthly consumption (AMCR) for each brand of contracepnve
(See Chapter IV)

a LISt out the most recent SIX months consumpnon data,
b If there IS an mcreasmg or decreasmg trend over the SIX months, use the most

recent three months figures, If no trend, use all SIX months data,
c Total the SIX or three months data,
d DIvide by 6 or 3 to get AMCR

2 Take a physical mventory to get the actual amount of each brand of contracepnve on
hand (See Chapter vn) (Be sure to note on the INVENrORY RECORD that a
physIcal mventory was taken)

3 Multiply the AMCR by the maxnnum MONTHS OF SUPPLY for your level to get
your maxunum quannty level (See Chapter V )

4 Follow the formula for determmmg order quantlty (subtract the "QuantIty on Order"
and the "QuantIty on Hand" from the maxImum quantity level) (See Chapter V)

5 Follow the procedure m Step 4 for each brand of contraceptive

6 Enter the amount to order m the appropnate "Quantity Needed" column of the
REPORTAND REQUEST FOR CONrRACEPTlVES form for each brand of
contraceptlve

7 Enter the same amount m the "Quannty on Order" column of the INVENrORY
RECORD for each brand of contraceptive

8 Keep the appropnate copies and send the form to the next highest level

48

SDP

DlStnct

Regional

Apnll995

Green/blue COpies remmn QJ SDP. file blue copy m "backup" file. Dutnct CoordmQJor
takes wlute copy back to dutna

File wlute copy from SDPs. file green COpy from dlstnct. send wlute and blue copies
from dzsmct to regional level

File green and blue COpIes from regional form and wlute copy from dlstnct. send wJute
regional copy and blue dutna COpies to central level
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SDPEXAMPLE

A c1mIc d1spensed the foUowmg contraeeptlVes to chents for the months January to June In early July the
chmc staff determmcd the months of supply for each CODIraCCptlVC

Microgynon

QuantIty on Hand = 350 cycles

January
February
March
Apnl
May
June

130 cycles
156 cycles
142 cycles
164 cycles
155 cycles1------> _
160 cycl

No trend observed over t/re-lDst SIX months. so the
AMCR IS calcu1tJted USIng a sa month average

901 cycles /6 = 150 16 or lSI cycles AMCR

"3SQ cycles <balance} = 2 3 months of supply
.:151 ,cycles~~ - • ofM1crogynon

Condoms

January 100 PIeces
February 150 PieceS
March 200 pIeces

Apnl 300 Pleces~
May 350 pieces f----->
June 400 PIeces

QuantIty on Hand = 630 pieces

And then determmed the order quantmles~

"... ....: -
An mcreosmg trend IS observed over the last SIX

months. so the AMCR IS calcuIo1ed usmg a three
month avuage --

1050 pieces 13 =350 pieces AMCR

630 pieces <balance) = 1 8 month of supply
350 pieces AMCR of condoms

MlcrQIO'JlOIl.
maxunum quantIty = 3 months maxtmum x 151 cycles AMCR = 453 cycles

453 cycles
(maxunum quantIty)

-
350 cycles

(quantIty on hand)
o - 103 cycles

(quantlty on order) (quantity to order)

Condoms.

maxunum quantIty = 3 months maxunum x 350 pieces AMCR - 1050 PieceS AMCR

1050 pieces 630 PieceS 0
(maxunum quantity) (quantIty on hand) (quantity on order)

Apnll995
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DISTRICT EXAMPLE

The current balance of c:cmdoms 1D the DeJe DJStnCt storeroom IS 1400 pIeCeS
The quaDbues of condoms cbspeDsed to chenrs at the three SDPs m DCJe DJstnct for the last SIX months were

CONDOMS DISPENSED TO CLIENTS IN SDPs IN ILEJE DISTRICT
(PIECES)

-
MONnl SDP 1 SDP2 SDP3 TOTAL

June 120 2S6 220 596

July 122 26S 198 585

August 140 298 189 m
September 133 301 170 604

October 146 '313 165 624
~

November 130 325 120 575

- TOTAL 3611

In early December. the Dtstnet MCHIFP Coordmator dctemnnecI the months of supply of condoms Smce
there IS no trend observed 1D the total condoms cbspeDsed from aU SDPs over the last SIX months, a SIX month
average IS used for calcu1abng the dJstnet average monthly consumptlon rate, AMCR

361116 = 601 83 or 602 pieces AMCR

1400 pIeces <balance) = 2 32 or 2 3 months of supply of condoms 1D DCJc DJStnet
602 pIeceS AMCR

The Dlstnct MCH/FP Coordmator then determmed the order quantlty

IIl3XlJl1um. quantlty level = 3 months maxunum x 602 pieces AMCR = 1806 PieceS

so

1806 PieceS
(maxlDlum. quantity)
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1400 pieces
(quantlty on hand)

o
(quantity on order)

406 pieces
(quantity to order)



Determmmg An Order 51

-------'
REGIONAL EXAMPLE

The data below represent the number of condoms dIspensed to clIents by dIstrIcts m Mwanza RegIOn per the
monthly Report & Request for Contraeepuves subIIUtted bY each dIstrIct On Oc~ber I, there are 52,000
pIeces of condoms m stock at the lCgIonallevel ~=- ~--

TOTAL CONDOMS DISPENSED TO CLIENTS IN MWANZA REGION BY ':-
, - - DISTRICT (pIECES) --

Month

Jan

Feb

March

Apnl

May

June

July

Aug

Sept

DIStrIct
1

7645

7841

7853

7905

8110

8231

8432

8453

8529

DIstrIct
2 -

4569

4087

4265

4156

4298

4078

4259

4378

4291

DIStrIct
-

3 -

2367

2147

2254

2435

2456

2514

2563

2585

2588

-
DIStrIct

4

6578

6688

6771

6845

6898

6943

6978

7031

7088

-
DIStrIct
- 5

5431

5237

5387

5198

5275

5149

5026

5158

5231

-
Total

26,590

26,000

26.530

26,539

27,037

26,915

27,258

27,605

27,727

In early October, the RegIonal MCHIFP Coordmator calculated the months of supply of condoms Smce no
trend IS observed over the last SIX months (AprIl - September), the average monthly consumptIon rate (AMCR)
IS calculated usmg a SIX month average

163,081 pleces/6 = 27.180 pIeces AMCR

52·000 pieces (emanttty on bamD = 1 91 or 1 9 months of supply of condoms
27,180 pIeces AMCR

The Regional MCHIFP Coordmator then determmed the order

maxlII1um quantity level = 7 months max x 27,180 pieces AMCR = 190,260 PieceS

190,260 pieces
(maxlIl1UD1 quantity)

52,000 pIeces
(quantity on hand)

o
(quantity on order)

138,260 pieces
(quantity to order)
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VI

Storing
Contraceptives

WHAT DO YOU DO WHEN YOU RECEIVE CONTRACEPTIVES?

S2

Pnor to stonng contraceptives m your facIlIty, check to ensure that there IS sufficient storage
space and that It has been prepared to receIve and store the supplIes

You should carry out the following three steps EACH TIME you receive contraceptives

1 Count the number of cartons or boxes received and ensure that these correspond WIth
the quantities wntten on the Issue Voucher

2 Check to see If any contraceptIves are damaged Also check the manufacturmg and/or
expiry dates on the cartons Do not accept any cartons that appear damaged or any
contraceptives that are expIred

3 Return any damaged or expired contraceptives to the supply source With the dnver
ThiS should be noted on the Issue Voucher

WHAT ARE PROPER STORAGE GillDELINES?

Proper storage of contraceptives means that contraceptives are kept m such a manner to protect
their qualIty and Integnty whIle at the same tlII1.e makIng them avaIlable for use

Ten gUIdelInes for proper storage of contraceptives have been establIshed as "standard"
gUIdelInes for use throughout Tanzama These guldelmes, whIch are lIsted below, are
applIcable to all levels of the system
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- -
KANUNI ZA UTUNZAJI BORA WA

MADAWA YA UZAZIWAMPANGO

1

- - - - -- ... -- - -->. ----

SAFISHA NA NYUNYIziA DAWA-U KuUA~WADuDU-'MARAlewA
MARA - - --~- ~:::t.;~ .,,-=...-- -:.. _

2

3

......... -..- ......
- - -..... .... - "- -~

ZIWEKE DAWA ZA UZAZI WA :MPANGO KWENYE STOO YENYE
MWANGA NA HEWA YA KUTOSHA MIALI YA JUAISIPIGE NDANI YA
STOO MOJA KWA MOJA -~-' ~ - - -0",- -<

HAKIKISHA MAJI HAYAINGll NDANI YA STOO

4 HAKIKISHA VIFAA VYA KUZIMIA MOTO VIPO NA VINAFIKIWA KWA
URAHISI PINDI VIKIHITAJIKA

5 lllFADID MAKATONI YA KONDOM MBALI NA UMEME NA MWANGA
WA TAA NDEFU ZA UMEME

6 INUA MAKATONI YA DAWA, ZA UZAZI WA :MPANGO ANGALAU
SENTIMETA 10 (INCID 4) KUTOKA SAKAFUNI. YAWE SENTIMETA 30
(FUTI 1) KUTOKA UKUTANI NA KAT! YA VITALU VINGINE
UNAPOWEKA KATONI MOJA JUU YA UNGINE UREFU WA MAKATONI
USIZIDI META 2 5 (FUTI 8) KWENDA Joo

7 YAPANGE MAKATONI KWA JINSI AMBAYO ALAMA ZA UTAMBULISHO.
TAREHE ZA MWISHO WA KUTUMIKA NA TAREHE
YALIYOTENGENEZWA ZINAONEKANA WAZI WAZI

8
-

PANGA MADAWA KATIKA :MPANGO UTAKAOWEZESHA KUTOA
MADAWA YAISHAYO MUDA WAKE KWANZA KURAHISISHA.
KUHESABU NA KWA MATUMIZI ' . -

IDFADID MADAWA HAYA PEKEE, SIO NA YALE YAKUULIA WADUDU,
KEMIKAU. MAFAlll YA ZAMANI, VIFAA VYA OFISI NA VIFAA
VINGINE '.. . - -'"~ '-"..;,~7"'-: --

.- ...... - -"'- '1'"..-

- - . -................~= ::: >'?.... - .... ~ .........

TENGANISHA NA TEKETEZA HARAKA MADAWA YA UZAZI WA
MPANGO YALIYOHARIBIKA AU MUDA WAKE WA KUTUMIKA KWISHA

9

10
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WHAT IS FEFO AND HOW DO YOU FOllOW IT?

54

FEFO means FIRST EXPIRY, FIRST OUT. In some cases contracepnve supphes that have
been recently received may be~ than the store's eXISting stock You should always Issue
those contraceptives that w111 exprre flISt

In order to assure that you store and Issue contracepnves accordmg to FEFO

1 clearly mark the manufacturmg and/or exprry dates on the outside of the cartons or
boxes

2 place stocks so that older stocks are stacked m front of newer stocks and are m easy
reach

3 as orders are received, be sure to check the exprranon dates and stack these stocks With
eXlstmg stocks accordmg to therr dates of exprratlOn

In some cases you may send your assistants to the store for supphes Be sure to Instruct them
about FEFO so they Identify those contraceptives that w111 exprre first

WHAT IS SHELF LIFE?

The shelf life is the length of time a product may be stored under
Ideal comhtlons Without affecnng Its usability, safety, purity, or
potency.

Each brand of contraceptive has a shelf hfe determmed by the manufacturer When the
product reaches the end of Its shelf hfe. It has exprred and should not be distributed The
shelf hfe of a contraceptive may be shortened If It IS not stored properly InstructiOns for
handhng expired or damaged stock can be found later m this chapter

You should become famlhar With the shelf hfe of each brand of contraceptive you handle and
refer to the table below as you need to determme when the contraceptives you have m storage
w1l1 expire and note thiS on the contraceptive carton
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~ ~ ,;::- . -METHOD::.-::"::..... _ UNIT OF ISSUE.: ~ SHELF LIFE-.::--
-:e-k ~~~~~'!!:'::.-~~.e!'!"""'"~~'t
-~~ ;.:...~ -- ~ ~,;;.,.,:'Z:~-=t~~ .... ~ -_.... ~~

~ .
ORALS: - -- ."...=.", ..w- Z' ~-- - -

Mlcrogynon Cycle 5 years

Lo-Femenal Cycle 5 years

Marvelon Cycle 3 years

Mlcrolut Cycle 5 years

Mlcroval Cycle 5 years

INJECTABLES:

Depo-Provera VIal 5 years
(European MFG)

3 years
(US MFG)

I
IUD-

~op~er T-380A

IIMPLANT·

PIece

Packet

7 years

3 years

Apnl1995

VAGINAL FOAMING TABLETS

Neo Sampoon Tube of 20 5 years

Conceptrol PIece 5 years

BARRIER AND OTHERS:

Condoms PIece 5 years

DIaphragm PIece 3 years

Delfen Foam Tube 3 years

Ortho Gynol Jelly Tube 3 years
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HOW DO YOU DETERMINE THE EXPIRY DATE'

Do the followmg to detemune when a product wIll exprre

56

If the contraceptive has a manufactunng date pnnted on It, add the number of years of
the shelf hfe to the manufacturmg date to get the explI'aoon date

If no manufacturmg date IS pnnted on the product, fmd the prmted expIrY date on the
carton, box or urnt

Mark the expiration date on the outer carton and mner boxes

Example

a If you receive condoms With a manufactunng date of 2/94, add the shelf hfe, 5
years, to thIs date to detemnne the exprraoon date of these condoms The explI'aoon
date wIll be 2/99 Wnte thIs number on the carton and mner boxes so that It IS

large and clear for all to see

b If you receive Lo-Femenal, there IS no manufactunng date on the carton, but there IS

an exprratlon date If the eXplI'atlOn date on the carton IS 5/99, rewnte that number
so that It IS large and clear for all to see on the outer carton and on all mner boxes

WHERE DO YOU FIND THE MANUFACTURING AND EXPIRY DATES'

The manufacturers of contraceptives Will pnnt the manufacturmg and/or exprratlon dates on
the packets, but thiS IS not consistent from one manufacturer to another For example,
condoms mclude only the manufactunng date, IUDs have the expIrY date only Mlcroval
packets do NOT mclude either the manufacturmg or exprry dates on each packet, It IS prmted
on the carton only Therefore, you must be especially careful not to remove packets of
Mlcroval from the carton they come m because you wIll not be able to Identify the correct
expIry date - especIally If you nux MIcroval from dIfferent cartons
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WHAT DO YOU DO WITH DAMAGED AND EXPIRED STOCK?

ContraceptIves are to be treated lIke any other pharmaceutIcal supply as government property,
they are consIdered to have value, and they can be hazardous to health If used 1IIlproperly or
mcorrectly When you fIrst IdentIfy expIred or damaged stock

... stack them separately from usable stocks

... mark them as unusable

... note the quantIty of expIred or damaged stock as an adjustment on the appropnate

Inventory Record and subtract the quantIty from the "QuantIty On Hand" When
preparmg your Report & Request jor Contraceptzves, the total expIred or damaged
stock for the penod should be noted m the "Losses" column

dIspose of them promptly per the followmg procedures

-
PROCEDURES FOR DISPOSAL OF

EXPIRED AND DAMAGED CONTRACEPTIVES

At the SDP level-

The MCH AIde should gIve the Items to the Dlstnct MCHIFP Coordmator durmg
the monthly supervISOry VISit The DIStnct MCH Coordmator brmgs the Items back
to the dIstrIct level

At the dIstl"lct level:

The DIstrIct MCH/FP Coordmator notIfIes the DMO The DMO then notIfIes the
District PharmaCist and Inspectors who IDluate the necessary disposal procedures
This mcludes any Items that have been brought back from SDPs

At the regIOnal level-

The procedure IS the same as for the dIstnct level the Regional MCHIFP
Coordmator noufIes the RMO The RMO notIfIes the Regional PharmaCist and
Inspectors who IDluate the dIsposal procedures .;
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Remember, expIred or damaged stock should be separated from usable stock as soon as It IS
Identlfied Some Ideas for stonng unusable commodlnes

a On an unused cardboard box wnte EXPIRED and keep It m a separate part of
the store

b Idennfy a lower unused shelf m a cabmet where you can store unusable
commodlnes

HOW DO YOU ASSURE PROPER SECURITY?

You can secure stocks by ensuring that all stock movement IS authonzed, by locking the
storeroom, by lumtmg access to only the storekeeper and ms/her aSSistants, and by ensurmg
that both mcommg and outgomg stock matches documentation You should also penodlcally
venfy mventory records With a systematic phYSical mventory

WHAT DO YOU DO IF YOUR CONTRACEPTIVES ARE STORED IN OTHER
FACILITIES?

Some personnel 10 the NFPP share their contraceptives With other programmes, for example,
the EssentIal Drug Programme In such cases you may not have total control of that storage
facIlIty For example, m the case of EDP faCIlIties, there IS probably a manager who
mamtams the key and the flow of commodities 10 and out However, It IS lffipOrtant that you
momtor the contraceptIves stored at these facIlIties to ensure that the ten storage guldelmes are
bemg followed If the manager of that storage facIlIty IS not aware of these guidelInes, share a
copy
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vn

Conducting A
Physical Inventory

WHAT IS A PHYSICAL INVENTORY?

PHYSICAL INVENTORY is the process'ofcOuntmg-by hand the
total number ofeach brand ofcontraceptive inyour store or health <

facility at any given t1me .. ~ - - '- - -'"

Two 1IIlportant thmgs to remember about physIcal mventones

1 "BY HAND" Each Item should be counted, mcludmg smaller amounts of
contraceptIves kept m desk drawers,

2 "BY BRAND" Each contraceptIve should be counted by Its partIcular brand name
There are several brands of oral contraceptIves provIded by the MInIStry of Health,
each should be counted and recorded separately

WHEN SHOULD A PHYSICAL INVENTORY BE CONDUCTED?

The MInIStry of Health requIres that

SDP and dIStrIct level personnel conduct a phySIcal mventory once each month ThIs

should be done before the Report and Request for Contraceptives form IS completed
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RegIOnal level personnel conduct a phySical mventory once every three months, or
every quarter The phySical mventory should be done before completmg the Repon
and Request for Contraceptives form

A complete phySical mventory be conducted annually, or before the end of June each

year, for all levels

WHY CONDUCT A PHYSICAL INVENTORY'

Conductmg phySical mventones helps

60

Verify stock on hand before placmg an order: You need to know what useable stock
you have before calculatmg your order Be sure to conduct a phySical mventory before
completmg your Report &: Requestfor Contraceptives and mclude the results m your
report m the "Endmg Balance" column for each brand counted

Identify discrepanCies. A phySical mventory helps Identify any discrepancies between
actual supphes and what IS recorded m the Inventory Record

Detect Expired or About-To-Expire Items: A phySical mventory allows you to

Identify contraceptives that have expired or are ready to expire For those that have
already expired, they should be removed from the shelves, marked and stored
separately For those that w111 expire m the near future, you can make a deCISIOn
whether to Issue them or not, dependmg on the demand for that particular Item

Know the Quantity on Hand at Any Given TlDle. A phySical mventory helps you
keep track of the exact quantity of each brand you have on hand at any given tune

PrOVide Opportumty for Store re-Orgamzatlon: Conductmg a phySical mventory
gives you the OPPOrtunIty to re-orgamze your store

Mamtam Control Some commodities are stored With other programmes such as EDP
or at pharmaceutiCal stores PhySical mventory helps you know 1f any Items have
aCCidentally disappeared or perhaps been moved to another part of the store Without
your knowledge
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HOW DO YOU CONDUCT A PHYSICAL INVENTORY?

STEPS IN CONDUCTING A PHYSICAL INVENTORy _

1 COUNT EVERY ITEM IN STOCK BY BRAND

Be sure to count smaller quantltles kept m desks and cabmets
separate from the roam store room

2 RECORD THE QUANTITIES OF EACH BRAND IN THE INVENTORY RECORD IN
RED INK IN THE "QUANTITY ON HAND" COLUMN NOTE ANY DISCREPANCIES
IN THE "ADJUSTMENTS" COLUMN

3 WRITE THE DATE ON THE INVENTORY RECORD WHEN THE INVENTORY WAS
TAKEN

4 MARK THE EXPIRY DATE CLEARLY, WITH LARGE, DARK NUMBERS, ON EACH
BOX OR CARTON

5 RE-ORGANIZE CONTRACEPTIVES ACCORDING TO EXPIRATION DATES TO
COMPLY WITH FEFO (FIRST EXPIRY. FIRST OUT)

6 SEPARATE ANY EXPIRED OR DAMAGED CONTRACEPTIVES AND RECORD IN
"ADJUSTMENT" COLUMN ON INVENTORY RECORD
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vm
Transporting
Contraceptives

INTRODUCTION

62

Effective transportation IS one of the key components of a successful logistics system A
streamlmed transportation system ensures a contmuous and tImely supply of contraceptives
from the central stores level, through regional and district levels to SOPs and ultImately to
clIents It IS Important that schedules are adhered to If the nght supplIes are to reach the rIght
destinations, m the rIght quantities, at the nght tIme, at the nght cost and m the nght
condition

WHAT VEHICLES ARE USED TO TRANSPORT CONTRACEPTIVES?

LEVEL VEmCLES USED

Central to Regional Three lO-ton trucks

Regional to District One Toyota pick-up truck per region

District to SOP One Toyota pick-up per district

WHAT IS THE "NFPPIEPI TRANSPORT SHARING AGREEMENT"?

ThiS IS an agreement between the two programmes whereby the NFPP supplIed one new
Toyota pick-up truck to each region to be used exclusIvely for supply and supervision
purposes by both the RCCO and the Regional MCHlFP Coordmator The fuel and
mamtenance funds for the velucles are prOVided by EPI and the RCCO keeps the key and
mamtalns control of the vehIcle In return, district level BPI vehIcles give fIrst prIonty, after
EPI suppltes, to NFPP supplIes on the monthly VISit to SOPs
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IX

Logistics Monitoring
and Supervision

INTRODUCTION

Two of the most Important responslbl1lues 10glSucs personnel carry out are momtormg and
supervIsion Momtormg and supervision are the backbone of an effective 10giSUCS system
WIthout contmuous momtormg of loglsucs acuvltles and supervision of the personnel who
carry out these responsibilIties, overall qualIty of the logistics system may weaken, wluch m
tum may JeopardIZe the qualIty of service provided to users

WHAT IS "MONITORING"?

Monitoring IS checkmg on a regular basis to ensure
that assigned acuvlues are earned out

WHY MONITOR LOGISTICS ACTIVITIES?

There are several reasons why logistics activItIes should be momtored on a regular basIs

.. To ensure that clIents are gettmg the contraceptives they want when they need them

.. To ensure that planned lOgiStICS activities are bemg carned out accordmg to schedule,

.. To ensure that all records are correctly mamtamed and reports are submItted tImely,

.. To deternnne the quantity of supplIes to Issue to SDPs, and

.. To re-supply
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WHAT IS "SUPERVISION"?

<

Supervision IS the process of ensunng that personnelnave the
knowledge and skills requIl'ed to c3ITy out thell' responsiblhnes -.
effecnvely, and provldmg mnnedIate on-the-job trammg as needed- - -

; " ~

WHY SUPERVISE LOGISTICS PERSONNEL?

There are several reasons logIstICS personnel should be supervIsed

To ensure they have the knowledge and slalls they need to effectIvely manage the
lOgIStICS system,

To IdentIfy performance weaknesses and to Improve performance by provIdmg

ImmedIate on-the-Job traImng as needed, and

To ensure that establIshed lOgIStICS guIdelInes and procedures are bemg followed

64

Most supervIsors agree that If they are to be truly effectIve SupervIsors they must have the
same knowledge and skIlls as the people they supervIse In the lOgIStICS system thIS means that
superVIsors must be able to effectIvely carry out all of the responsIbIlItIes of the personnel at
the level below them See Chapter II for a detaded lIst of the responsIbIlItIes of the personnel
you supervIse

IS THERE A DIFFERENCE BETWEEN MONITORING AND SUPERVISION?

Yes, there IS a dIfference, but It IS not a very large one An easy way to thInk about the
dIfference between momtormg and supervIsIon IS thIs

MONITOR lOgIStICS ACTIVITIES,

SUPERVISE the PEOPLE who carry out these actiVItIes
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In general It IS safe to say that most lOgIStICS aCtIVItIes can be momtored by revlewmg records
and reports, wluch can frequently be done from your office For example, by checkIng
reports you can determme If a faculty IS mamtammg stock balances between max-mm levels,
or If there are unusual quantItIes of contraceptIves expmng or lost EffectIve supervIsIon, on
the other hand, can only take place m the presence of lOgIStICS personnel You should plan to
spend tIme supervlsmg and provldmg on-the-Job trammg each tIme you VISIt personnel you
supervIse, whether they are m the same office or at a dIStrIct or SDP faCIlIty

WHAT ARE ESSENTIAL SUPERVISORY ACTIVITIES?

Three essentIal actIvItIes should be carned out each tIme you make a SUpervISOry VISIt

ESSENTIAL SUPERVISORY ACTIVITIES

1 REVIEW ALL RECORDS

2 ENSURE THAT STORAGE GUIDELINES ARE BEING
FOLLOWED

3 PROVIDE IMMEDIATE ON-THE-JOB TRAINING AS
NEEDED

Use thIS to help you plan your actIvItIes each tIme you make a supervIsory VISIt

WHAT IS ON-THE-JOB TRAINING?

On-the-Job traInlng IS helpmg someone ImprOve theIr performance by demonstratmg the
correct way to do a task On-the-Job traInlng IS mformal and takes place on the Job, workIng
closely WIth the worker EffectIve on-the-Job trammg should take place as soon as a
performance problem IS IdentIfied

The followmg IS an example of how one supervisor prOVIded effective on-the-Job trammg to
Improve the performance of one lOgIStiCS personnel
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Example:

Management of the Fanuly Planmng LoglSucs System
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Beatnce IS a Nurse In Charge at a SDP DUrmg her monthly SUpervISOry
VISit, AlIce, the DIstrIct FPIMCH CoordiDator, obserVed that she was not
completIng the Day-to-Day Form on~a dailybastS, but was wiItuig after
several days to complete the form. -AlIce ImmedIately explained the
estabbshed guldelmes for completIng the-Day:to-Day Form ~ ~

_ J>.- l'~ '- .. 'C _ l{"....-..,... ...
f "'eo\! .oF _.... '" - ...." ...

On her next monthly VISit, AlIce observed that Beatnce was completIng the
form on a dally basIS However, close observation pOmted out that she
was malang mmor errors totallmg the columns She had also wrItten the
brand names of oral contraceptIves in the wrong order Alice Immediately
pomted out the error to Beatnce and InStruCted her on the correct order of
the brand names for orals -

-
After a few more monthly VISits AlIce was satIsfied that Beatnce was
folloWIng the establIshed procedures for completing the Day-to-Day Form
and was no longer malang errors In headIngs She praIsed Beatnce for her
good work and encouraged her to keep It up

IS THERE A GUIDELINE FOR PROVIDING MONITORING AND SUPERVISION?

66

The followmg gUldelme should help you morutor logistics activitIes and provIde the necessary
supervIsIon
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logIStICS Momtonng And SupefVlSl0n 67

GUIDELINE FOR
MONITORING AND SUPERVISION

IN THE NATIONAL FAMILY PLANNING
LOGISTICS SYSTEM

INSTRUCTIONS FOR USE

ThiS IS a gUidelme for use In momtorlng logistics activities and supervlsmg the personnel who carry
them out Use these gUidelmes to momtor and supervise personnel at your level and those you
supervise at levels below you Based on your fmdmgs you should make logistics-related decIsions
If your fmdmgs pomt out a knowledge or skill deftclency m the personnel who carry out lOgiStiCS
activities, prOVIde Immediate feedback and on-the-Job trammg to correct the knowledge/skill
deficiencies

=======0=======0=======0=======0=======0=======
1 Are lOgistiCS records being filled out completely and accurately? Are reports being

submItted timely and to the appropnate places?

(If not, check to see If personnel know the how to fill m forms Check to
see If they know the procedures for submlttmg records If not, prOVIde on­
the-Job trammg J

2 Are contraceptIves being ordered accordmg to established poliCies?

(If not, check to see If personnel know the established poliCies regardmg
ordermg If not, prOVide on-the-Job trammg J

3 Storage of contraceptives
a Is storage area clean?
b Is storage area dry and well lit'
c Is storage area secure from theft'
d Are cartons/boxes stacked away from walls or floor?
e Are cartons/boxes marked with expiry dates?
f Are contraceptives stored In an orderly manner?
g Are expired or damaged contraceptives stored separately?

(Check to see If personnel have the reqUired knowledge/skills related to storage, If
not, Identify knowledge/skill defiCienCies, prOVide on-the-Job trammg J

4 Are contraceptives bemg Issued according to FEFO gUideline (FIRST EXPIRY, FIRST OUT)?

(Check to see If personnel understand prmclple of FEFO, If not, prOVide on-the-Job
trammg J
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Management of the Fannly Planmng LogJSucs System

5 Have procedures to dispose of expired or damaged contraceptives been undertaken?

(Do personnel know the procedures' If not, explam the procedures)

6 Are stock levels at each facIlity within the established MAXIMUMIMINIMUM levels?

(If you thmk there IS a problem with the levels, contact the FPU )

7 Check the AVERAGE MONTHLY CONSUMPTION RATE (AMCR) for each brand of
contraceptive Note If there IS an Increasmg or decreasing trend In month to month
dIspensed to user data for the past SIX months

If there IS nQ trend. use the formula

DETERMINING AVERAGE MONTHLY CONSUMPTION RATE

TOTALS FOR PAST SIX MONTHS
= AMCR

6

If there IS a 1I!:!JJ:l use the formula

DETERMINING AVERAGE MONTHLY CONSUMPTION RATE

TOTALS FOR PAST SIX MONTHS
= AMCR

3

8 Are personnel calculating the average monthly consumption rate correctly?

(If not, Identify the knowledge/skill deficiency and provide on-the-job trammg )

9 Check the MONTHS OF SUPPLY on hand for each brand of contraceptive

Use the formula
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LogIStics Momtonng And SupeTVlSlOn 69

CALCULATING MONTHS OF SUPPLY

BALANCE ON HAND

AVERAGE MONTHLY CONSUMPTION RA TE

= MONTHS
OF SUPPLY
ON HAND

10 Are personnel calculatmg MONTHS OF SUPPLY correctly?

(If not, IdentIfy the knowledge/skIll defIcIency and provIde on-the-Job tramlng )

11 Verify the quantity ordered for the prevIous or present penod

Use the formula

CALCULATING ORDER QUANTITY

MAXIMUM QUANTITY LEVEL

(Minus) BALANCE ON HAND

(MinUS) QUANTITY ON ORDER

(Equa/s) QUANTITY TO ORDER

12 Are personnel correctly determining ORDER QUANTITIES for each brand of contraceptive?

(If not, IdentIfy the knowledge/skill defICIency and proVIde on-the10b training)

13 Was a phySical Inventory conducted for the last order?

(If not, check to see If personnel know how to conduct a phYSical Inventory and
why It IS Important to do so If not, take a phYSical count of stock WIth the
personnel)

14 Has transport been coordmated and scheduled With EPI Cold Chain Operator and/or other
appropnate persons?
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AMCR - Average Monthly Consumption Rate

DCCO - DIStnCt Cold Cham Operator

EDP - EssentIal Drug Programme

EPI - Expanded Programme for ImmumzatIOn

FEFO - First-ExprrylFrrst-Out

FPU - FamIly Plannmg Umt

HMIS - Health Management InformatIon System

LMIS - LOgIstICS Management InformatIOn System

MAXIMIN - MaxImum and MmmlUm Supply

MCH/FP - Maternal ChIld Health/FamIly PlannIng

MOR - MlnIstry of Health

NFPP - NatIonal FamIly Plannmg Programme

ReeD - RegIOnal Cold Cham Operator

RMO - RegIOnal Medical Officer

SDP - ServIce DelIvery Pomt

Apnll995
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Management of the Famlly Planmng LogtSucs System

Glossary
of Terms

Brand A specIfic product IdentIfied by a dIstinctive name and packagmg gIven to It by the
manufacturer For example, Lo-Femenal, MIcrogynon and MIcroval are all brands of oral
contraceptIves

Dispensed to Cbent The provIsIon of an Item of supply to Its ultlmate user by a provIder
The same as dIspensed to user

Emergency Order Non-routme order that IS placed when stock levels fall below the
emergency order pomt before the routme order period (See Chapter IV & V)

Flrst-Explry/Flrst-Out (FEFO) A method of managmg contraceptIve supplIes m a storage
facIlIty to ensure that the oldest stock IS Issued before newer stock (See Chapter VI)

Issue The prOVISIOn of an Item of supply from one storage facIlIty to another

Level The speCIfic location m the health system hlerarchy, thls may be the central, regIon,
distrIct or serVIce dehvery pomt level (See Chapter I)

Logistics The sCience of procurmg, mamtalmng and transportmg supplIes

72

Logistics System The structure through which a quantIty of supplIes IS moved to dIfferent
levels accordmg to a schedule InformatIOn about the quantities Issued or dIspensed to users at
each level IS gathered to determme the quantIty and schedule of future delIverIes

Maximum-MInimum Inventory Control System (Max-MIn) A system to control supphes
so that quantities fall wlthm an establIshed range (See Chapter V)

MaxImum Months of Supply: The number of months of supply above whIch stock levels
should not rise m a gIven faCIlIty (See Chapters IV & V)

MaxImum Quantity Level The quantIty of stock above wluch your mventory level should
not rIse (See Chapter V)
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Glossary of Terms 73

Method A contraceptIve (method), such as oral contraceptIves, condoms or mjectable

Mmunum Months of Supply: The number of months of supply below whIch stock levels
should not routInely fall m a given facIlIty (See Chapters IV & V)

Mmunum QuantIty Level The quantity of stock below whIch your mventory level should
not routInely fall (See Chapter V)

Momtonng CheckIng Oll-a regular basiS to ensure that asSigned logistICS actIvities are carned
out (See Chapter IX)

PhySical Inventory The process of countmg by hand the total number of each brand of
contraceptive m your store or health faCIlIty at any given tIme (See Chapter Vll)

PipelIne The entire cham of storage faCIlItIes and transportation IInles through whIch supplIes
move, mcludmg the port facIlitIes, central warehouse, regIOnal and district stores, all services
delIvery pomts and transport vehicles (See Chapter 1)

Recordmg The process of entermg mformatlOn or data on a form or record (See Chapter
ill)

Reportmg The process of transmlttmg mformatlOn, usually by submIttmg a document, form
or report on regular (monthly, quarterly or annual) baSIS (See Chapter ill)

Service DelIvery Pomt Any faCIlIty m the logistics system that proVides services directly to
chents

Shelf Life The length of tIme a product may be stored under Ideal conditIons Without
affectmg the usabIlIty, safety, punty or potency of the Item (See Chapter VI)

Stock on Hand Stored quantities of usable stock

Stock Out Refers to a SituatIOn m whIch a storage faCIlIty has no stock on hand

SupervISion The process of ensurmg that logistics personnel have the knowledge and skIlls
required to carry out therr responsibilItIes effectIvely, and provldmg nnmedlate on-the-Job
trammg as needed
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ANNEXES

A-I Day-to-Day Form
A-2 Summary Table 3
A-3 Inventory Record
A-4 Issue Voucher
A-5 Report & Request for ContraceptIves
A-6 ActIon Plan Format
A-7 ContraceptIve QualIty IndIcators



DAY-TO-DAY FORM

A-I

Date Client Client Client Type Contraceptrve Dispensed at this VISit (Umts)
Name Number

Yr Num New All Oral Contraceptives InJect- IUCD Dia- Condom Foam Sterll\- Nat Other
Others abies phragm Tab zatlon Meth

~

,,",,(Nott At tht tnd of tach month, draw a line under the last entry and total the columns for the month Transfer thIS mfonnatwn to Summary Table 3 )



Table 3 Amount of contraceptives dispensed

SUMMARY TABLE 3

A-2

~
~

Month Oral PIli InJectables IUCD Diaphragm Condom Foaming Stenhzatlon
Tablets

Januarv

Februarv

March

April

Mav

June

Julv

August

September

October

November

December

Year total



INVENTORY RECORD

A-3

I I 01 commadlty TSoeaaI conclotJonlI .-cIed
Comm_ ...-nber

I s..- _CUll to orclet
Spea8111lSb'UCbOllS tor ............

J
~.... monlha MWlm.... monllts Storage IoCal>OlI

Utlll uHd
oIl1UllOlv olllUllOlv

.
DeIa Tl8nUCbOn Q..uyR-.ved 0unJty Iuued ~(1oUa rwlImI) Q-uyonh8nd QU8nIJly on oro-r

R~

xplanabon for adjustments -----------------------



(1) To .

(2) Issued Voucher

No

(3) Date

A REQUISITIONIISSUE VOUCHER
ALLOCATED STORES ONLY

NOT FOR USE IN CONNECTION WITH UNALLOCATED STORE OR LOCAL PURCHASE

No

A-4

(4) (5) Quanbty Ledger Foho

Descnptlon of UnIt
ArtIcle (6) ReqUIred (7) Issued (8) Issuer (9) ReceIver

(10) REQUISITIONING OFFICER

Signature

(11) ISSUING OFFICER

Signature

DeSignation

DeSignatIon

Station

StatIon

(12) CERTIFIED
A RECEIVED IN GOOD ORDER
B TAKEN ON CHARGE IN MY STORES LEDGER/FOR IMMEDIATE USE
(DELETE WHICHEVER IS APPLICABLE)

(13) RECEIVING OFFICER

Signature DeSignatIon
19

I
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NATIONAL FAMILY PLANNING PROGRAMME
MINISTRY OF HEALTH

REPORT &REQUEST FOR CONTRACEPTIVES

Region Dlstnct _
FacIlity Type/Name _
Report for Penod Beginning , 19_ EndIng 19_

A-5

Contraceptive Beginning ReceIVed Issued Losses Ending Quantity DIspensed to

Balance ThIS Penod Balance Needed Clients

Mlcrogynon

Lo-Femenal

Marvelon

Mlcrolut

Depo-Provera

Norplant

CopperT

Condoms

Foaming
Tablets

Gloves

Prepared by _
Checked by _
Date _

explanation of losses



ACTION PLAN FORMAT

ACTION REQUIRED

~....::'~

~

RESOURCES &
COORDINATION
NEEDED

TIME LINE FOR IMPLEMENTING ACTIONS

(Identify the next 12 months In the boxes below )
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A-7

VISUAL INDICATORS OF CONTRACEPTIVE QUALITY PROBLEMS

Oral Contracepnves

Do not use the pl1ls m a packet If
• a p111 crumbles when It IS pushed through the alummum backIng
• the alummum packagmg for any of the pills IS broken
• the packet IS ID.1ssmg pllls
• some pl1ls are not the correct color

Condoms

Do not use condoms If
• the condom packets are StICky or bnttle
• condoms or therr lubncant have dIscolored

Condoms can be damaged by prolonged exposure to SunlIght, temperatures over 400C,
hUIDJdIty, ozone (produced by smog, electnc motors, and fluorescent hghts), or contact WIth
any 011 (e g , mmeral or vegetable olls) CheID.1cal products should not be stored m the same
warehouse WIth condoms, as petroleum vapors and vanous types of hqUId solvents damage the
condoms

IUDs

Do not use If
• sterlle packagmg has been broken or perforated
• there are mIssmg parts

Because IUDs are made of plasuc, they should be protected from heat or drrect sunhght All
product contents should be m the stenle wrapper, and the msert mformauon must be legIble It
IS acceptable for the copper on copper-beanng IUDs to darken (Note Shelf hfe IS dIfferent
from use hfe, many IUDs are now effecuve for up to eIght years after msertIOn even If the
shelf hfe was near exprratIon )

InJectables

Do not use If
• vIals are cracked or broken
• contents do not return to suspensIOn after shakmg

VIalS wlll remam potent and stable up to the exprratlon date If stored at room temperature
(15-300C) If contents separate, shake to restore suspensIon
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VISUAL INDICATORS OF CONTRACEPTIVE QUALITY PROBLEMS

Implants

Do not use If
• the IDlplant's stenle packagmg IS broken
• some of the capsules are IDlSsmg

The 1IIlplants must be protected from excessIve heat and dIrect sunlIght, and must be stored m
a dry place

Foammg Tablets

Do not use If
• the package has broken or tablets are mISsmg
• the package IS puffy (thIs mdicates a mOIsture leak)
• the foll lammate has cracks
• the tablets vary m color
• the tablets are soft, crumbly, wet, or damp

DIaphragms

Do not use If
• the dIaphragm looks duty
• the dIaphragm shows holes or cracks when held up to a lIght

Smce dIaphragms are latex, they should be stored m the same storage condItIOns as condoms

SpermiCidal Jelly

Do not use If
• the Jelly tube IS wrmkled or leakmg
• the apphcator cannot be screwed easlly onto the top of the tube

SperDllCldal Foam

Do not use If
• np IS clogged so that foam cannot be released
• there IS httle or no pressure m the can
• foam IS of uneven consistency or has separated

The can of foam should not be exposed to mtense heat or extreme fluctuabOns m temperature
or humIdity It should be stored upnght


