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(A) Policy Statement 
 
New prescription orders and all patient requests for prescription refills will be authorized by a prescriber prior to 
being placed to a pharmacy.  Medications required to be phoned in will be done appropriately documented in the 
medical record.  Electronic Prescription Reports will be maintained. 

(B) Purpose of Policy   

To assure safe medication ordering practices. 
 
(C) Procedure  

1. In general, prescribers shall document the number of refills provided for each medication at the time of the 
clinic visit. 

2. Prescriptions: RNs, LPNs, and Credentialed/Registered Medical Assistants may generate a prescription refill 
request electronically for the prescriber to review, document action and delegate action for the clinic staff.  
The prescriber will electronically send refills to the pharmacy or print and sign the prescription.  When 
delegated by the prescriber, clinic staff will call in or send electronically the prescription appropriately in to 
the pharmacy and document in the medical record. 

3. Documentation of the prescriber’s authorization of the prescription refill shall be kept in the patient’s 
record. 

4. Electronic Prescription Reports will be signed by each prescriber and maintained for a period of no less than 
3 years. 
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