
 
DEPARTMENT OF PHARMACY 

 

PROCEDURE FOR DISPENSING DRUGS/MEDICINES/MEDICAL SUPPLIES 

Schedule of Availability of Service 
Days : Monday - Sunday 
Hours : 24/7 

Who May Avail of the Service : In-patients in need of medical treatment 
Documentary Requirements : Prescription 
Processing Period :  Within 7 minutes 
 

How to Avail of the Service  

STEP CLIENT SERVICE PROVIDER 
DURATION OF 

ACTIVITY 
PERSON-IN-CHARGE FEES FORMS 

1 
Presents the prescription. 
(Ipapakita ang reseta.) 

-- 
1 min. 

(1 minuto) 

Patient/Customer 
(Pasyente/ 

Customer) 
Nursing Personnel 

(Nars) 

Medical Personnel 
(Tauhang Medikal) 

None 
(Wala) 

Prescription 
(Reseta) 

2 -- 
Evaluates the prescription for correctness 
and completeness. 
(Susuriin ang reseta.) 

1 min. 
(1 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 

None 
(Wala) 

Prescription 
(Reseta) 

3 -- 

Check the availability of 
drugs/medicines/medical supplies. 
(Susuriin kung available ang mga gamot o 
gamit pang-medikal.) 

3.1 If unavailable, advice customer to 
purchase drugs/medicines at the pharmacy of 
their choice 
(Kung hindi available, sabihan ang customer 
na bilhin ang gamot sa botika sa labas ng 
ospital.) 

2 min. 
(2 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 

None 
(Wala) 

Prescription 
(Reseta) 

4 -- 

Search the patient information in Hospital 
Information System (HIS) database. 
(Susuriin kung nasa HIS o Hospital 
Information System ang pangalan ng 
pasyente.) 

1 min. 
(1 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 

None 
(Wala) 

Prescription 
(Reseta) 

5 

Receives the drug/ 
medicine/medical supply. 
(Kukuhanin ang mga gamot o gamit 
pang-medikal.) 

Dispenses the drug/medicine/medical supply. 
(Pagbibigay ng mga gamot o gamit pang-
medikal.) 

2 min. 
(2 minuto) 

Patient/Customer 
(Pasyente/ 
Customer) 

Nursing Personnel 
(Nars) 

Medical Personnel 
(Tauhang Medikal) 

Depends on the 
prescribed drug/medicine/ 

medical supply. 
(Depende sa naka-

resetang gamot/gamit 
pang-medikal.) 

Prescription 
(Reseta) 

END OF TRANSACTION 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



 
DEPARTMENT OF PHARMACY 

 

PROCEDURE FOR DISPENSING DRUGS/MEDICINES/MEDICAL SUPPLIES 

Schedule of Availability of Service 
Days : Monday - Sunday 
Hours : 24/7 

Who May Avail of the Service : Out-patients in need of medical treatment 
Documentary Requirements : Prescription 
Processing Period : Within 1 hour 
 

How to Avail of the Service 

STEP CLIENT SERVICE PROVIDER 
DURATION OF 

ACTIVITY 
PERSON-IN-CHARGE FEES FORMS 

1 
Presents the prescription. 
(Ipapakita ang reseta.) 

-- 
1 min. 

(1 minuto) 

Patient/Customer 
(Pasyente/ 

Customer) 
Nursing Personnel 

(Nars) 

Medical Personnel 
(Tauhang Medikal) 

None 
(Wala) 

Prescription 
(Reseta) 

2 -- 
Evaluates the prescription for correctness 
and completeness. 
(Susuriin ang reseta.) 

1 min. 
(1 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 

None 
(Wala) 

Prescription 
(Reseta) 

3 -- 
Post charge the drug/medicine/medical 
supply thorugh HIS. 
(I-post charge gamit ang HIS.) 

1 min. 
(1 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 
-- 

Prescription 
(Reseta) 

4 -- 

Advise the patient to go to Billing/Cashier for 
printing of Statement of Account (SOA) and 
bring the SOA to Medical Social Service 
(MSS). 
(Payuhang lumapit sa Medical Social Service 
dala ang SOA galing sa Billing/Cashier.) 

27 min. 
(27 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 
-- 

Statement of 
Account 

5 
Pays the corresponding fees at the 
cashier. 
(Magbabayad sa kahero.) 

-- 
27 min 

(27 minuto) 

Patient/Customer 
(Pasyente/ 

Customer) 

Depends on the 
discounted amount. 

(Depende sa bawas na 
halaga.) 

Official Receipt 

6 
Presents the official receipt. 
(Ipapakita ang resibo.) 

Writes the Official Receipt (OR) number and 
amount paid on the prescription. 
(Isusulat ang OR number at halaga ng 
binayaran sa reseta.) 

1 min, 
(1 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 

Patient/Customer 
(Pasyente/ 

Customer) 

-- Official Receipt 

7 

Receives the drug/ 
medicine/ medical supply. 
(Kukuhanin ang mga gamot o gamit 
pang-medikal.) 

Dispenses the drug/medicine/medical supply. 
(Pagbibigay ng mga gamot o gamit pang-
medikal.) 

2 min. 
(2 minuto) 

Pharmacist-on-duty 
(Parmasyutiko-sa-

tungkulin) 

Patient/Customer 
(Pasyente/ 

Customer) 

-- 

Official Receipt 
 

Prescription 
(Reseta) 

END OF TRANSACTION 
 

 
 
 
 


