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INTRODUCTIOND MANUAL

Thisparticipantmanual contains the training sessions fordhé NI A y Ay 3 2y tF {1 A&adl y
Logistics Management Information Systean & L { 0 ¢ ® ¢ KS &adSLJA NXBIjdzA NBR

def AGSNJ GKS G¢ NI AYAyYy3A LBgsticst Mahagemént iiforination Bysiemd O S L.
(f aL{vé Oy 6S F2dzyR Ay GKS a[aL{ ¢NIYAYAyYy3a tfl

strategy, and curriculum to be addredswhen training users on LMI

BACKGROUNPUSAID | DELIVER®JECT

The USAID | DELIVER PROGEEProjecthas been tasked by the Government of Pakistan with
implementing a functioning Logistics Management In&diom System (LMIS) using a wWetsed
approach. After several montle$ thorough consultations with all stakeholders from thivate

and public sectors, the Projeatdapted and enhanced the wdiased application from the
Bangladesh model. Durinthe enhancement procesd,MIS was contextualized to local
stakeholder structue and devolution. The LMIS was launchethbyPrime Minister of Pakistan

on July 2011 ae first Logistics Management Information System of Pakistan.

LMIS has the flexibility to integrate other health commodities in addition to contracegthees.
Project plans to integrate other health products to meet the provincial integrated commodity
management requirements. In addition to public sectdd]Sapplication is also able to record
contraceptives data dhe private sector. Currently, the systenalse to respond to district level
reporting by aggregating facility level data through papesed reports. The future vision is to
enhance the application for facility level reporting on logisticeanars for each district along

with district store commodities status. To strengthen reporting and visibility of private
sectorcontraceptives, district level interfabas beenincorporatedin LMIS applications which
enables provincial and regional health and population departments to see the contribution of

private sector in their geographical areas.

For nationwide implementation of LMK&e Project hatrained the different level LMIS users on
its useand functionality. The training provides skills and knowledge required to independently

enter and uploadlata into webbased LMIS. Webased LMIS plassignificant role in improving
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stock monitoringwithin the districtsThe real time monitoring helps in eliminatstgckouts at

the district level.

Alongside LMIS implementatidhe Projecis workingclosely with federal, provincial and regional
governments to advocate for strengtheningtloé supply chairprocessthrough streamlining of
supplies and reporting from central to district level. Savhehe key policy decisions are,
considering the stocks &entral Warehouse as national repository and integrated requisitioning
through collaboration among stakeholders. In addition, LMISbased reportings mandatory

for alldistricts

Timely and accurate data entry as wellsadmission of a monthly repoat the district level is
critical to the functioning of the LMIS. The data collected from the LMIS carstitsequently

be used at each level of the supply chain to enhance informed decision making to meet service
delivery demansl. Utilization of the LMbdepends heavily on the level of understanding of those

trained on its various functionalities.

Contraceptive Logistics Managemarfbrmation System 6
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SESSION 1: INTRODIDMIAND OBJECTIVES

HANDOUS

Handoutl.1: Self Introduction

Option1

Ask participants to write three things about themselves on a piece of paper. Two of thes
must be true and third must be a lie. The participants then introduce themselves one |
and tell their three characteristics in any order they wish. Thepgitten has to identify whicl
statement or characteristic is lie by voting.

Option-2
EXPLAIN the ground rules of the game.

ASK the participants and the trainers to stand in a circle with pen and paper. TELL that
ask some questions and they viiild the participants who fit into the answers. TELL that {
will get 10 minutes time to identify the people and after 10 minutes they will tell the nam
their identified people. ASK if the instructions of the game are clear to them or not?
repeat the instructions.

Questionl: Which participants have names starting with A, S, M, N, B, K, J, K. L, R, F

Question2: Which participants are working in District Health or Population We
Department for five or more years?

Question3: Who has worked as a LMIS trainer before?

Questiond: Who has worked as a trainer for three or more years?

Questior5: 2 KA OK LI NIGAOALI yiaQ &2dzy3aSad 1AR
Question6: Who has travelled the most to attend this trairiing

Question7: 2 KAOK LI NOAOALI yGaQ CFGKSNI k Ddz N
Question8: Who likes singing?

Question9: Who is good at playing cricket?

Question10: Who knows how towgim?
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Handoutl.2 Training @al and Objectives

TrainingGoal

To get participants acquainted with the features of the LMIS application as ielbaitd
institutional capacity towards independent andtairsable data entry, importing and exportir]

of dataanddataanalysis througkLMIS for decision making.

ASK pdicipantsthat what they understand about the statement. TELL participants that
of the LMIS operators has a critical role in enabling their deparsteimdependently enter,
import and export data. TELL participants #id¥llS has valuable daaadthe use of which
depends ora & a (aBiNyQdigenerate reportsnapsand graphs. The meaningful analysis
be ofgreat help in preventing stoaluts and formulating policy changes respioe to supply|

chain challenges.
TrainingObjectives
TELL partipants that by the end of the training,ey will be able to;

1. EntercLMIS data with almost 100% accuracy

2. Generate required reports, mapsad graphs

3. Analyze and interpret reports, magsd graphs

4. UnderstandcLMIS problem solving approaches and how to atritalpdesk if needed

Contraceptive Logistics Managemarfbrmation System 8
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PRESENTATION

="USAID

"a\m“i"‘ f FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Session - 1
Introduction and Objectives

USAID | DELIVER PROJECT

=" USAID

f FROM THE AMERICAMN PEOPLE

DELIVER PROJECT

Session Objectives

By the end of the session, participants will be able to:
- Know the overall Goal and Objectives of the Course.
- Know the fellow participants.

- Cite personal and group expectations from the
course.

9 Contraceptive Logistics Managemérfbrmation System



Participants Guide

=" USAID

"“i a?; FROM THE AMERICAM PECPLE

DELIVER PROJECT

Training Goal

* To get participants acquainted with the features of
the cLMIS web-based application

» Build institutional capacity towards independent
and sustainable data entry

» Perform analysis through cLMIS for decision
making.

=" USAID

“i" f FROM THE AMERICAN PECPLE

DELIVER PROJECT

Training Objectives

By the end of the training, participants should be able to
» Enter cLMIS data with almost 100% accuracy

» View Dashboards and Maps

» Generate and analyze required reports and graphs

» Understand vLMIS problem solving approaches and
how to contact helpdesk if needed

Contraceptive Logistics Managemarfbrmation System 10
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(=}USAID

=
w/f FROM THE AMERICAN PECPLE

e

DELIVER PROJECT

Training Ground Rules

« Punctuality, both of trainers and trainees

- Draw attention of trainer by raising hand, if there is any
question.

« Respect each others’ opinion and no side talking
+ Equal and Active participation from all

» Help each other, cooperative learning

« Keep mobiles off or on silent mode

+ Speak one at a time

[=}USAID

f ==
\-“mj FROHM THE AMERICAM PEQPLE
T,

DELIVER PROJECT

Training Norms for Participants and Facilitators

» Punctuality, both of trainers and trainees
+ Respect each others’ opinion and no side talking
+ Speak one at a time

« Draw attention of trainer, by raising hand, if there is any
question.

» Active participations from all

+ Help each other, cooperative learning

+ Equal participation and no domination

+ Keep mobiles off or on silent mode.

« Friendly behavior with each other and HAVE FUN
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SESSION BASIC COMPUTER SXILL

PRESENTATION

{="USAID

E\W/j FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Session - 2
Basic Computer Skills
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DELIVER PROJECT

Session Objectives

By the end of the session, participants should:
- |dentify and effectively use basic computer skills

« Get familiar with the basic input tools used in logistics
management information system

« Individuals are able to work independently on their
computers and access the logistics management
information system

="USAID

'\. W / FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Difference between a Desktop and a Laptop

ZLEEEE < e

Keyboard

Touchpad, also used as mouse

Contraceptive Logistics Managemarfbrmation System 14
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Starting the Computer and Checking Internet Connectivity

Start Button

Wi-Fi connectivity

.Mm

LAN connection

="USAID

W *’ FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Using the Mouse

The mouse is a device that allows you to control the
movement of the insertion point on the screen.

Your Mouse Can Be a Very Versatile o
Helper! .
:lﬁ‘”‘)&uuﬂsw‘}nﬁd:ﬂ;‘»&w’h 3
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Clicking using the Mouse

—» Double-click opens
an on-screen object

l s
No Click .\‘T‘- l

Single Click A View
highlights the object 3 ¢ & =
on the screen Pt s s¢2 e
-
RECOVERY (D
Libeases - _
P 7

="USAID

/ FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Right-Click

y Right-clicking an on-screen
* object displays options
computer | related to that object

Open

Pin to Start
% Manage

Right Click

Map network drive...

Disconnect network drive...

Create shortcut
Delete

Rename

Properties

Contraceptive Logistics Managemarfbrmation System 16
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="USAID

W i FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Mouse-Over

A tool tip is displayed if a mouse
’ stays on an on-screen object for a
L few seconds

Shows the disk drives and hardware connected to this computer.

S

.......

=} USAID

DELIVER PROJECT

FROM THE AMERICAN PEOPLE

Using Mouse for Word Processing

take-place.-Sometimes-you-click-once.-Sometimes-you-click-twice -And

sometimes-you-hold-down-the-mouse-while-your-eventis-happening |
Most-mouse-devices-give-you-two-opportunities-for-clicking.-There-are

poth-right-and-left-areasto-depress -The-left-area-is-generally used-forissuing

commands-to-your-computer.-To-a special-menus-(known-as-context

sensitive-menus)-use-the-nght-portion-of-your mousej

- Firstlet's-considerthe single-click-with the left mouse-button.-First-open

yourword-processing program.-(Forpurposes-of this-illustration-we-are-using-

17 Contraceptive Logistics Managemarfbrmation System
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f"i’“l USAID

/ FROM THE AMERICAN PEOPLE
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Mouse Pointers

Basic Pointer [}

Question Mark Pointer %@

Hour Glass Pointers %B Z

I-Beam Pointer I

Link Pointer @

‘‘‘‘‘

f"’“”" USAID

FROM THE AMERICAM PEOPLE
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Using the Keyboard

The keyboard is a device that enables you to enter/type
data in the computer.

i $ % & J { ) 7 £ —_—
1 2 3 4 5 * |8 7 B 9 o * Backspace
— |a w E R T z u 1 o P g B

Tab — \ I £ + » | Enter

A 5 o F G H J K L [+ & Z
Caps lock [ 1 i L B -]
» ¥ X c v B N M _
Shlﬁt < @ { } § - shm1
ctrl win | ARt ANGr Wwin |Menu| Ctrl
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=}USAID

\

DELIVER PROJECT

L FROM THE AMERICAMN PEQPLE

Typing Basics

You can type lower case letters by pressing any letter key on the
keyboard. For example, you can type the string:

To type numbers, press a number key.

=" UJSAID

3 . E
Nm FROM THE AMERICAN PEQPLE
Al ot

DELIVER PROJECT

Caps Lock and Shift Keys

To type a capital letter, press and hold the Shift key.

To keep typing in capital letters, press the Caps Lock key. To turn off
the Caps Lock key press it again:
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=" USAID

i
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AL ot
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Symbols

To type a symbol on the top of a number key:
+ press and hold the shift key and then press the number.
» |f you press '3’ on its own, you get '3,
But
+ if you press '3' while you hold down the ‘Shift’ key, you get ‘&’.

=" USAID

§| b
\*WF FROM THE AMERICAMN PECPLE
AL ot

DELIVER PROJECT

Backspace and Delete Keys

Use the Backspace key to delete text.

To delete a letter, place your cursor (mouse pointer) just after the
letter and click. Then press Backspace briefly.

teass |

teas|s e

Place your cursor just before the letter, click and press Delete.

Contraceptive Logistics Managemarfbrmation System 20
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Return and Arrow Keys

You can move the cursor along this sentence to move your cursor
around a page.

black black , , , black
blue | =  blue blue
| red |

Try moving the cursor backwards and forwards through your sentence.
Use the return or enter key to move your cursor down a line.
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(=} USAID

| =F
wg FROM THE AMERICAN PEOPLE
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Spacebar and Tab Keys

Use the space bar to type single spaces between words.

Use the tab key to make larger spaces between words.

lllllllll

18
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Navigating using Keys

There are a number of ways that you can move round a web page.
Try using the keys below to see where they take you:

e 5
b, ” -.-

Contraceptive Logistics Managemarfbrmation System 22
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M
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Basics of Internet Browsing

=Y USAID

\7!&. ‘*,";.' FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Basic Browsers

® e ¢

Google Chrome Firefox Internet Explorer
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W f FROM THE AMERICAN PECPLE
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Navigating to a web page

To navigate to a web page

* Open the browser
* Type URL in address bar
* Click Go.

% Free Online Learning at G

f | © www.gcfleamnfree.org

{(Z)USAID

DELIVER PROJECT

FROM THE AMERICAM PEQPLE

Visiting Links inside Web Page

To visit a link 1n a web page
» Click the link.

* The link opens in new window

Most Popular in Gardening

' 3[.|'¥'1 ng Low-Budget Container Gardens

* How to Plant a Kitchen Herb Garden

Contraceptive Logistics Managemérformation System 24
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(Z)USAID

‘ FROM THE AMERICAN PEOPLE
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Navigation Buttons

Back, Forward

&% Free Online Learmang st G

C' N O www.agcflearnfree.org & A

Refresh

& Free Online Learning at G

€« @ﬁ 2 www.gcflearnfree.org oA

Search bar

% Free Online Leaming at GCFLearnFree.org | 4

& a gecllearnieee.org o L B o 24

f =% ,USAID

__ / 7 EROM THE AMERICAN PEOPLE

DELIVER PROJECT

Basic Search in a Search Engine

Y ou search on the web by framing a query. The word "query"
refers to a specific group of words that describes as accurately as

possible the type of information you are seeking.

Google

Pakistan

Googhe Search Fim Fssting Lucky

25 Contraceptive Logistics Managemeérformation System
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Basic Search in a Search Engine

DELIVER PROJECT

G() ({h L:ms.-'(.al inemet hrowsing I
<

lnwrneﬂu‘l Browser BCNCS Lesson 4
WTéres ce 9 A Topic

comvod/intermet | -

Noe £ DIOwsee NoNMs, SAKCHNG SONCE, UASANCE ON Wing Bewy
biogs, . Internet 104 —-Funaammalsl very Internet User Shoudd Know

B Basice of inmterrt Baowiing - Google Sen. | 4
€ a yoospe com b ol - | L * AR S

=" USAID

’ FROM THE AMERICAN PEOPLE

Data Entry for Beginners

Participants Guide

DELIVER PROJECT
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FROM THE AMERICAMN PEQPLE

;ZjUSAID

Objectives

By the end of the Session, participants should be able to:
» Log into LMIS
» Know about the basic mput tools in LMIS

{="USAID

'«. W j FROM THE AMERICAN PEOPLE

DELIVER PROJECT

Logging into cLMIS

'-nh:: = =L
"h\ =
jln PAKISTAN |||
To Log in to cLMIS: LOG|STICS ::uulm

1. Open the URL:
http://Imis.gov.pk

2. Click the Contraceptives
®)
tab.
3. Specify the Username
and Password
4. Click Login.

27 Contraceptive Logistics Managemeérformation System
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(Z}USAID

" FROM THE AMERICAM PEOPLE
[

Forms and Input Definitions

Text box First name:

Last naimea:

Password Field

Fassword:

Drop-Down

Select

Select
EAN
wo |
GOP

DB

Unicef

nca

Gow of Japan

(3)USAID

B W PO THE AMERICAM PEOPLE
g T

DELIVER PROJECT

Forms and Input Definitions

Date Fields

Contraceptive Logistics Managemérformation System 28
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ﬁ“”f* USAID

Forms and Input Definitions

Search box

Data List

'''''

f&-” ., USAID

. FROM THE AMERICAM PEOPLE

DELIVER PROJECT

Forms and Input Definitions

Legends

uoS: Siock Out [l Under Stock [l Satistaciory [l Over Stock

Save button
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SES®ON ¥ t ! YLRIRELIDNEANCROERING

HANDOUTS

| HANDOUT.1: CONTRACEPTISEPPLANDREPORTINE-OW

Bi-lateral f Multi-lateral
Support g

PSDP Money

International ! local
Procurement

CWAS Karachi SN . PFH
[Mational Orffice)

PPHI
{Provincial Office)

Private Sector
DistrictiRegional Stores. W pisyeicts (DPWO)

"Private secior includes Gresrstan, FRAF and MES
Greenstar has s own supply and distribution mechanism
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|HANDOU3I3.2: ROLES AND RESPONSIEES OF STORE KHEESP/ DATA ENTRY

|OPERATORS

Responsibility

Task

Ensure that

1. Receiving
1 the storekeeper(s) (SK) receive altommodities, based on the quantity in the
invoice/IRV/CLR-7
1 all commodities received are in good condition
1 the commodities received from the suppliers have adequate shelf life
1 The invoice/CLR7/IRV is properly signed by the SK and countersigned by the
designated authority.
2. Storing Ensure that
9 storage space is allocated according to efficient store layout principles
1 the storage racks/cabinets/shelves and equipment are placed according to the
layout plan
9 all commodities are stored on/in the properspecified racks/cabinet/shelf
1 the SKs strictly follow the storage guidelines in running the warehouse
1 Commodities are arranged following the FEFO principle.
. Ensure that
3. Issuing
1 the SK uses the stock register properly
1 the SK determines issuguantity so the recipients can maintain inventory at the
max-min months-of-stock level
1 the SK prepares the CLR/IRV
1 the SKissues commodities follow the FEFO principle
1 the SKfollows the supply scheduling in supplying commaodities
1 the SK correctly mantains the copies of CLR/IRV
4. Recording Ensure that

the SK maintains the stock register for recording transactions

the SK records commodities in bin cards and stock register

bin cards and stock register are ugo-date

from time to time, the bin cards and stock register are checked to make sure
they are maintained correctly

f
f
f
f

5. Disposing of
unusable

1 Ensure that the SK prepares a list of unusable commodities at the warehouse
and informs the supervisor in time.

1 As memberseaetary of the condemnation committee, send the file to the
authorities for their consent to convene a meeting of the condemnation
committee.

1 Issue notice of meeting to the condemnation committee members at least one
week before the meeting.

1 Prepare the praceedings of the meeting, obtain signatures of the members
present and send the proposal, in the prescribed form, to the competent
authority for approval for condemnation.

i Condemn all the approved unusable commaodities of the warehouse in the

presence of thecondemnation committee members.

Contraceptive Logistics Managemarfbrmation System 32
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1 Ensure that the SK has recorded all the condemned commaodities properly in th
stock register and bin cards and reported them correctly in the monthly report.

. Monitoring and As head of the warehouse, thBirector CW&S/DPWO/ EDO(H)/DHO/District
supervision Coordinator, the LHW wilk

1 Routinely monitor the activities of the warehouse staff to ensure that each
individual staff completes his assignment, as per schedule.

1 Supervise the employees to ensure they have the coatknowledge and skills
required to perform their assignments.

1 Provide onrthe-job training if any knowledge and skill deficiency is identified.
1 Provide supportive supervision to the staff.
. Reporting 1 Regularly review reports received from the lower level ad send feedback if

there are any mistakes, or give suggestions for improvement.

1 Ensure that the SK prepares all reports on time and submits them for review an
approval.

1 Review and approve reports prepared by the SK and ensure that reports are
mailed to the appropriate authorities on time.

. Conducting As membergsecretary of annual physical verification committee
physical . _ _ L
verification 1 Convene meeting of the committee to conduct the annual physical verification ¢

the warehouse.

1 Ensure that themembers receive notice at least one week prior to conducting
the physical verification.

1 Notify the facilities that receive commaodities from the warehouse that during
physical verification, there will be no transaction of commaodities.

1 If adiscrepancy isdentified during the physical verification, make the necessary
adjustment, following the prescribed procedures.

1 If any new unusable commodity is identified during the physical verification,
segregate the unusable from the usable and store them at a placanked as
unusable. Properly record the unusable in the stock register and other relevant
forms.

1 Use physical verification instrument to record finding from the physical

inventory and obtain signatures of committee members.

Report findings of physical verifcation to the appropriate authorities.

Preserve a signed copy of physical verification instrument in the file for the

record.

1 Ensure that the SK regularly conducts sample physical verification and keeps t
authorities informed on the findings.

E ]
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PRESENTATION
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Session -3
Contraceptive Pipeline and
Ordering

USAID | DELIVER PROJECT

DELIVER PROJECT

(Z}USAID

___/' FROM THE AMERICAM PECPLE

Session Objectives

By the end of the session, participants will be able to:

« Describe the public healthcare system, stakeholders and
their inter-relationships

« Describe the contraceptive supply and reporting flow
within the public health system for different stakeholders
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DELIVER PROJECT

Contraceptive Pipeline — Summary

« Supplies from Manufacturer / supplier or from port (if
imported) are stored at Central Warehouse

- Contraceptives are supplied to districts directly from Central
Warehouse (there is no provincial storage currently)

« The district level stocks are maintained by all public sector
family planning service providers (Department of Health
including lady health workers program, Population Welfare
Department and PPHI)

» The district stores of all respective departments distribute
onwards to their service delivery points
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(Z)USAID
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How Contraceptives are Ordered

« Consumption data generated at Service Delivery
Points (SDPs)

« All health facilities send their monthly report to
DPWO/EDO Health

« District compiles reports of total demand in the form
of integrated CLR-6 (includes demand from
EDO/LHW program) and sends to the Central
Warehouse with a copy to the province

- DPWO after receiving supplies from CWH will send
the orders of EDO/LHW program to their respective
stores

= ,USAID
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Key Logistics Staff at Various Levels

Key Logistics Staff at Various Levels

LevelsiTiers Officials

At the Central Warehouse, Karachi lavel Director Central Warehouse

Store supervisor

Storekeeper

At the pravincial level Provineial logistics officer/store in-charge
Storekeeper

At the district level DPWO

EDO/DHO (Health)
Supervisor Lady Health Workers' program

Storekeeper

At the facility level Family welfare workers

Lady Health Workers visitor/Lady Health Workers’
supervisor
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ROLES AND RESPONSIBILITIES OF STORE KEEPERS / DATA ENTRY OPERATORS

Responsibility Task

1. Receiving Ensure that—
= the storekeeper(s) (SK) receive all commodities, based on the guantity in the
invoice/IRVICLR-T
+ all commodities receved are in good condition
= the commodities receved from the suppliers have adequate shelf life
+  The mvoice/CLR-TARV is properly signed by the SK and countarsigned by
the designated authority
2. Storing Ensure that—
= atorage space is allocated aceording to efficient store layout principles
+  the storage racks/cabinets/shebas and equipment are placed according to
the layout plan
= all commodities are stored onfin the proper specified racks/cabinet'shelf
= the SKs strictly follow the storage guidelines in running the warehouse
« Commodities are arranged following the FEFO principle.
3. lssuing Ensure thal—
s the 3K uses the stock register properly
= the SK determines issue guantity so the recipients can maintain inventory at
the max-min months-of-stock level
s ihe SK prepares the CLR-TNRY
= the SK issues commodities follow the FEFO principle
= the SK follows the supply scheduling in supplying commodities
= the SK correctly maintains the copies of CLR-T/IRW
4. Recording Ensure that—
= the SK maintains the stock register for recording transactions
» the SK records commadities in bin cards and stock register
=  bin cards and stock register are up-to-date
s from time to time, the bin cards and stock register are checked to make sure 8
thery are mamtained cormectly
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5. Disposing of + Ensure that the SK prepares a list of unusable commodities at the warehouse
unusable and informs the supervisor in time.

* As member-secretary of the condemnation committee, send the file to the
authorities for their consent to convene a meeting of the condemnation
committee.

+ lssue notice of meeting to the condemnation committee members at least
one week before the meeting.

+ Prepare the proceedings of the meefing, obtain signatures of the members
present and send the proposal, in the prescnbed form, to the competent
authority for approval for condemnation.

+ Condemn all the approved unusable commedities of the warehouse in the
presence of the condemnation committee members.

+ Ensure that the SK has recorded all the condemned commodities properly in
the stock register and bin cards and reported them correctly in the monthly
report.

6. Monitoring and As head of the warehouse, the Director CW&S/DPWO/ EDO(HYDHO/District
supervision Coordinator, the LHW will—

+ Routinely monitor the actrivities of the warehouse staff to ensure that each
individual staff completes his assignment, as per schedule.

+ Supervise the employees to ensure they have the correct knowledge and
skills required to perform their assignments.

+ Provide on-the-job training if any knowledge and skill deficiency is identified.

»  Provide supportive supervision o the staff.

T
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7. Reporting « Regularly review reports received from the lower level and send feedback if
there are any mistakes, or give suggestions for improvement.

+ Ensure that the 5K prepares all reports on time and submits them for review
and approval

» Review and approve reports prepared by the SK and ensure that reports are
mailed to the appropriate authorities on time.

8. Conducting As member—secretary of annual physical verification committee—
physical ) . ) S
verification « Convene meeting of the committee to conduct the annual physical verification

of the warehouse.

+ Ensure that the members receive notice at least one week prior to conducting
the physical verification,

=  Notify the facilities that receive commedities from the warehouse that during
physical verification, there will be no transaction of commodities.

s Ifa discrepancy is identified during the physical verification, make the
necessary adjustment, following the prescribed procedures,

« [f any new unusable commedity is identified during the physical verification,
segregate the unusable from the usable and store them at a place marked as
unusable. Properly record the unusable in the stock register and other
relevant forms.

» Use physical venfication instrument to record finding from the physical
inventory and obtain signatures of committee members.

« Report findings of physical verification to the appropriate authorities.

» Preserve a signed copy of physical verfication instrument in the file for the
record.

+ Ensure that the SK regularly conducts sample physical verification and keeps
the authorities informed on the findings.
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SESSION €ONTRACEPTIVE LMIRMSAND BASIC LOGISTCCINCEPTS

HANDOUTS

‘ HANDOU-H®.1: STOCK REGISTER {®LR

Stock Rgister (CLR)

Thisregister is maintained by all warehouses and stores i.e. central and provincial warel
district stores, family welfare center stores and fRHS®nters. The Stock Register is use(
form stock transactions at a specific level. It forms the informdtmm where the shipments
are received and to where they are going along with the names of consignee. The store
can thus refer back to it in case of any discrepancies. The form also contains the signat
remarks of the person receiving or isguthe contraeptives. The Balance columnig@icates
the balance brought forward from the previous register and the result of regular e
thereafter.

CLR-5
NTRACEPTIV

Contraceptive A/C Unit
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Participants Guide

Integrated Requisitioning (GBR

Thisform is being used by all district level public sector Family Planning Service Prq
(DPWO, DOH & LHW, PPHI) for requesting contraesdtom Central Warehouse. ngw
electronic CLR6 form has also been introduced in relegsef cLMISand it automatically
generates the required stock based on the amount of stock used in the previous quihrgg
form alsoindicates the stock status and consumption during the month and indicate

quantity requested for each contraceptive being used.

Public Sector Requisitioning

Contraceptive Requisitioning Form (Integrated CLR-6)

For: Requisition No.:

Requisition Date:

DEPARTMENT OF HEALTH
A - Executive District Officer—EDO Health (Static Facilities)
Oral Pills

IUD (pieces Iniectables (vials
Condom {m. cycles) p ) i (vials)

No. Description ol Implant Remarks

- Morigest Megestron
POP COC EC  Multiload Copper-T (NET-EN) (DMPA)

[ N I G O B

PART - A (To be filled in by requester)

A-1 | Consumption during the last
quarter

A-2 | Stock at end of last quarter at
district store

A-3 | Stock at the end of last quarter
at health outlets

A-4 | Total stock available (A2 + A3)

A-5 | Desired stock level for 2
quarters (A1x 2)

A-6 | Replenishment requested (A5
- Ad)

Contraceptive Logistics Managemérformation System
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HANDOU#.3: TRANSACTION RECORILRY?)

Transaction Records (CER

Transaction records are used to record information about the movement of stock fror
storage facility to another. It is frequently dabie to include the current stock on hand as W
as losses, adjustments, and consumption datansaction records are initiated any time wh
a facility requests or issues supplies. They are completed when the receiving facility ¢
receipt of theitems shippedTransaction records are organized by date, which helps to ide
the transaction. It can then serve as ticklers, reminders that a request was made and
received or that an item was issued, but confirmation of receipt is still gendive most

common formats are Issue/Receipt Voucher {OLR preprinted voucher number on ea
transaction record helps track individual shipments.

Contraceptives Issue & Receipt Voucher (IRV) For Warehouse

No: Date:
Name of Consignee:

Designation and Address:

Requisition No: Date:

Mode of Dispatch (Truck, Program vehicle etc.)

Dispatch document (Challan/Bilty No. Program Vehicle No)

Name of Unit
Contraceptive

Dispatched Received by

consignee

Requisitioned
Requisitioned
and
Dispatched
Dis patched
and Received
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HANDOU#.4: DISTRICT CONTRACERPHBTOCK REPORT {&A)R

District Conmaceptive StocReport (CLR5)

District Contraceptive Report summarizes consumption data occurring at district level. Fr
report, one can figure out the quantities which were received by district and the quatr
iIssued to service delivery points.

Opening balance
Received from CWH
Issued to field
Closing balance
a. District store
b. Field
5. Total
a. Expired stock
b. Untraceable stock

hrwnNE

Each column is beelled for a commodity, and thieformation on each commaodity is capturg
in its specified column.

District Contraceptive Stock Report
Distribution
1. Province Office

2.  Office Copy For the Month of Year Name of District
LPAKT 1)
PILL _MUD (Fleces) Nm:-.l‘. cmm
i £
U Ml o :
g t | = 4 .
6l ef el §| 8| 8] | 2| 1
Dlatrber Stare >
2 | s 1l s o " 12 )
1. Opening Balance
|2 Received From Comtral WareHowse | = 5

| 3 tasmed To Field

|_% Exphred Stack

\
- — $t—ot
i v |

& Latraceabie Stock
e e
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HANDOU-H.5: STOCK REGISTEBPEPARTMENOF HEALTH

StockRegister

The basic stockeepingrecord is the Stock Register. Thegmse of the stock register is t
provide an ugo-date record of all transactions of warehouse/storerooms of the commog
received, issued and discard&tock Register has to be ntained by the Storekeeper an
entries have to be verified by the-¢harge/logistics manager at each level.

‘It is certified that this register is maintained for commodities of the facility,
contains pages (from Page No. to Page No. )". All the pages have been
checked and found intact, accurate, duly stamped and initialed by the undersigned.

Seal &Signatures
Date: Officer In charge

HANDOU-#.6: BIN CARQ DEPARTMENT OF HEA

Bin Card

Bin card indicates the balance of an item available in stock; it must be used for all |4
storage facilities. However, these are only as good as how often they are upoiadelin
card is used for each commodiBm card indicates the balance of i®m available in stock
it must be used for akévels of storage facilities. However, thase only as gabas how often
they are updated.

Name of Article

Accounting Unit: Batch No
Mfg Date Exp. Date
o+
Date Description Quantity Balance Initials
Receipt Issued
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HANDOU-H.7: CONSUMPTION RECORDEPARTMENT OF HEA

Consumption Records

Consumption records contain dispendeeuser data, to record the quantity of each itg
dispensed to a customer. Consumption records are filled out whenever supplies are dig
to clients. They are totaleat the end of the reporting periodisually monthly or as require
The logistics data generated by the SDPs/health facilities is received on prescribed for
consolidated at the district level and entered into the vbelsed Logistics Manageme

Information System (LMIS).

SDP / Health Facility: Month:
S.No | Contraceptive Opening balance | Received | Issued Stock on hand
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HANDOU®#.5: SDP / HEALTH FACLLMONTHLY REPORT

Facility

SDP / Health Facility Monthly Report

Reporting Month

District

The SDPs/health facilities of health and population welfare departments will use foll
format for contraceptive reporting, as well as requisitioning from dbecerned district
offices, on a monthly basis, as per inventory level defined for them. This will inclu
contraceptive stock position in the respective SDPs.

SDP/Health Facility Monthly Contraceptive Report and Requisition

Item Name

Opening
Balance

Received

Adjustments

Issued (#) {-)

Closing
Balance

Mext Month
Requirement

Condoms

CocC

POP

ECP

Copper-T

Multiload

2-Months Inj.

3-Months Inj.

Implanon

Prepared by:

Signature

Mame

Designation

Date

Verified by:

Signature

Name

Designation

Date

45
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Instructions for Report Preparation :Qg;wgaa/ﬁy@%}

Item / Columns’ Title

Description in English

Description in Urdu

SDP / Facility Write the name of reporting u:"d
health facility -q—u’/l,aucywzz,zuf v (WJ[ 2
District Write the name of relevant fd G e
district ol rl:b’d“ s
; Write the name of reporting
Reporting Month / Year -q-d‘/lau//,lf'-‘u%/({u)’ It o

month and year

Opening Balance

Write the closing balance of
previous month against
each item

-‘;’U&béfyf/)lu")ﬁr4(5}léé_§’c‘ff'

Received Write the quantity received 4.2 . o G
during the reporting month s JJJ’J’UU”Z";{/‘V
against each item o &L,,Lr/ 7 T
Issued Write the quantity issued )iAﬂ"(ﬂ!)o:/d/lad!/»&&?’.ﬁz{z
during the reporting month : 5
against each item Yo 1
Adjustment * Write the quantity of damaged /

lost / expired / excess /
miscounted during the reporting
month against each item

e S £
,@gﬁ’f}{&l; (‘*‘);Uw"oﬁ/l,f’(fcég
Kl & st K150 iAo a7

_@’{:‘/K&u ()31 asy az sl

Closing Balance

Write the remaining quantity
(stock balance) on last date
of the reporting month against
each item

oxb(}'@d/ajt'dffuf’g'vé/;/
_u:"a au&f’/ Teatar (U )

Next Month Requirement

Write the next month
requirements which can be
calculated by using the following
formula; contraceptive required =
(Quantity Issued x 3 ) - Closing
Balance

LA & Tt &
:%’/JVPIJ}‘/UJ)'@/)#

Loy-(3x ;Lw"d/ (/ Tv/a/lgu!wé%’ )=l
JﬂMu(J%JU’-‘)DﬁbJ&(,{éjt'dijZ;'

Prepared By Signature, name and
designation of storekeeper or 5 3l0 A <Pl M w b o ) d
person who prepared the Lol (Wo 2 Vj{'/‘L"C
report with date

Verified By Signature, name and

designation of SDP / Facility In-
charge with date

ﬁ?/}lo@‘:rbgé/giédék/‘?ﬂ

-q,dn/d/ﬁ‘/‘ué}d/&tiugfgié,m‘(..w');‘g)n/?u *
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Supply Chain Management for Health Commodities Course

Session — 4
Contraceptive LMIS Forms and
Basic Logistics Concepts
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Session Objectives

By the end of this session participants will have:

» Improved and complete understanding of various
Contraceptive LMIS forms

» Improved and comprehensive understanding of key
logistics concepts
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Population Welfare Department

11111111
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Population Welfare Department Forms

.

Stock register: CLR-5

Requisitioning form: CLR-6

L]

Transaction Records: CLR-7

District Contraceptive Stock Report: CLR-15
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Description — Stock Register

» Records quantities and their source

« Records issued quantities and facilities /

stores issued to
+ Calculates stock on hand

» Records signature and remarks of issuing /

receiving authority :

!/-ﬂ?“
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Stock Register (CLR-5)

CONTRACEPTIVE STOCK REGISTER

Contraceptive A/C Unit
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Description - Integrated CLR-6
* Used for requesting contraceptives from Central Warehouse

* Compiles requests from department of health and population at
district level.

* Indicates the stock status and consumption

* Indicates the quantity requested for each contraceptive

' FRDM THE AMERICAM PECQPLE

DELIVER PROJECT

Integrated Requisitioning - CLR-6

Public Sector Requisitioning
Contraceptive Requisitioning Form (Integrated CLR-6)

For: Requisition No.: Requisition Date:

DEFPARTMENT OF HEALTH
A - Executive District Officer-EDOD Health (Siatic Facilites)

Oral Pills

£ Ci {m. cycles)
:n Des on Condom

D (pieces) Iniectables (vials)
Implant  Remarks

no.) o - Woeseat  Menegtion
POP  COC EC  Multilipad Copper-T {NET-EN} (DMPA)

PART - A (To be filled in by requester)

Consumption during the last
quarter

A-2 | Stock at end of last quarter al
district stora

A-3 | Stock at the end of last quarier
al health cutlets

A-4 | Total stock available (42 « A3)

A5 | Deslred stock leved for 2
quarters (A1 x 2}

A4 | Replenishment reguested (A5
- Ad)
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B - District Program Implementation Unit - DPIU {Community-based distribution - LW Program)

PART - A {To be filled in by requester)

B-1 | Conawmption during the kast
quarer

B2 | Stk at the end of last quarter
&l district sbore

B-3 | Stock ot the end of last quarter
al health cutlsks

Bed | Tolal alock avaiable (B2 + B3)

B.5 | Desired slock bavel for 2
quarters (81 x 2)

B-6 | Replenishrmant requesied (B5
- B4)

C- PPHICMIPHC (#tatic tacilities)
PART - A (To be filled in by requester)

-1 | Consumplion during the last
quarter

C-2 | Sleck at the end of last quarier
at district store

C-3 | Stock at he end of last quarter
at health outiebs

Ce4 | Total stock avalable (G2 + C3)

C-5 | Desinsd sbock havel for 2
quarbers (C1 x 3)

C-5 | Replenshmant requesied (C5
- C4)

(=} USAID |DELIVER PROJECT

g .
w FROM THE AMERICAN PEQPLE

Integrated Requisitioning - CLR-6

D - Maternal, Meonatal, and Child Health (MNCH)

PART - A (To be filled in by requester)
01 | Consumption during the |ast
quarter

D0-2 | Stock at the end of last quarter
at oistnict store

D-3 | Stack al the end of last quarter
at health outiets

D-4 | Tolal slock available (D2 + D3)

O-5 | Desired stack level for 2
quartars (D1 x 2)

D=6 | Replenishment requested (D5
-D4)

Total Replenishment for Dol
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POPULATION WELFARE DEPARTMENT

E - District Population Welfare Office - DPWO

Participants Guide

Avp. quarierly sale based on
last three months consumption

Saleluse last quarier

Amount of sales procesds
depasited in bankreasury
(attach original pald chalian)

Bankftreasury challan no. &
dale

Consumption during the last
quaner

E-2

Siock at the end of last quarter
at district store

E-3

Siock at the end of last quarier
al papulaban putlets

E-4

Total steck available (E2 + E3)

E-5

Desirad stock bevel for 2
quarnters (E1x2)

=

Replenishment requested (E5
-Ed)

S

3 |:.|

\gms
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Integrated Requisitioning - CLR-6

F - Reproductive Health Centers (RHS-A)
PART - A & B (To be filled by requester) Part -A

1 | Awvg. quarerly sale based on
the Last 3 months consumption

Salefuse last quarter

Amount of S3lES processs
‘deposited in Dankireasury
(attach ofiginal paid chakan)

4 | Bankftreasury ghallan no. &
date

F-1 | Consumption during the last
quarier

at

Slock al the end of las! quarler

diestrict shona

at

Stock al the end of last quarter

Iheaith outhsts:

Total siock available (F2 « F3)

Desired stock level for 2
quaners (F1x 2)

Replenishment requested (F5
-F4)

Total Replenishment for PWID

Grand Total

Contraceptive Logistics Managemérformation System
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Integrated Requisitioning - CLR-6

PART - B (To be filled in at warehouse)

Quanbty approved
Relevant issue vaucher

EDC (HNDHO DPWO
Signature: Signature:
Name: Mame:
Designation: Designation:
Date: Date:
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Transaction Records

« Transaction records are used to record information about the
movement of stock from one storage facility to another.

+ ltis frequently desirable to include the current stock on hand as
well as losses, adjustments, and consumption data.

» Transaction records are initiated any time when a facility
requests or issues supplies. They are completed when the
receiving facility confirms receipt of the items shipped.

* Transaction records are organized by date, which helps to
identify the transaction. It can then serve as ticklers, reminders
that a request was made and not yet received or that an item
was issued, but confirmation of receipt is still pending.

* The most common formats are Issue/Receipt Voucher (CLR-7).
A preprinted voucher number on each transaction record helps
track individual shipments.

=" USAID
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Contraceptives Issue & Receipt Voucher (IRV) For Warehouse
Mo: Date:

Name of Consignee:

Designation and Address:

Requisition No: Date:

Mode of Dispatch (Truck, Program vehicle etc.)

Dispatch document {Challan/Bilty No. Program Vehicle No)
Marme of it o Dizpatchead Received by
Contraceptive e consignee
g ¥z 3E
2 £z 5%
% gw 4 E%
-4 s os

Contraceptive Logistics Managemarfbrmation System 54



Participants Guide

DELIVER PROJECT

,USAID

f’ Eﬂm\"‘
'-%‘}E‘I'I‘I'F " FROM THE AMERICAN PEOPLE

Description - District Contraceptive Stock Report
(CLR-15)
» The report has two parts
— Part 1: Stocks at district store
— Part 2: Indicates the stock and sales (issued by
field) position at various categories of the field
operational units
» Provides aggregate district and field level stock and
issue

» Field level issue data can be used as proxy for
consumption where dispense to user data is not

available
16

{="USAID

W J' FROM THE AMERICAN PEOPLE

DELIVER PROJECT

District Contraceptive Stock Report (CLR-15)

District Contraceptive Stock Report

Distribution
1. Province Office
2. Office Copy For the Month of Year Name of District_

By |

1
!!ir

] Cpper S | Mt o
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District Contraceptive Stock Report (CLR-195)

mm:_ - mh—,
: il’“’ i ] H ey = ;
1K si< i 8| o RS
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=" USAID

ﬁ.@ 3 FROM THE AMERICAN PEQPLE

Department of Health
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Stock Register

* The basic stock-keeping record is the Stock Register.

* Purpose of the stock register is to provide an up-to-date record of all
transactions of warehouse/storerooms of the commodities received,
issued and discarded.

+ Stock Register has to be maintained by the Storekeeper and entries
have to be verified by the In-charge/logistics manager at each level.

“Itis certified that this register is maintained for commodities of the facility,
contains pages (from Page No. to Page Mo. )". All the pages have been
checked and found intact, accurate, duly stamped and initialed by the undersigned.

Seal &Signatures
Date: Officer In charge

P
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Bin Card
Name of Article
Accounting Unit: Batch No.
Mfg Date Exp. Date
. Date Description Quantity Balance Initials

Receipt Issued
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Description - Bin Card

» A bin card or stock card indicates up-dated balance
of an item available in the stock; it must be used for
all levels of storage facilities.

Name of Article  Male Condoms Accounting Unit: Piece
MNeo. 123456
Mfg. Date: 02-10-2012 Exp. Date: 02-10-2017
Date Description Quantity Balance | Signature

Receipt | Issued

12/02/2013 | Opening balance 40,000

13/02/2013 | Received from the 100,000 140,000
Central Warehouse

14/02/2013 | Issued to health facilities 60,000 | 20,000

,USAID
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Consumption Records

+ Consumption records contain dispensed-to-user data, to record the
quantity of each item dispensed to a customer.

+ Consumption records are filled out whenever supplies are dispensed to
clients. They are totaled at the end of the reporting period, usually
monthly or as required.

« The logistics data generated by the SDPs/health facilities is received

on prescribed format and consoliclated at the district level and entered
into the weh-based Logistics Management Information System (LMIS).

SDP / Health Facility: Month:
S.No | Contraceptive | Opening balance | Received | Issued Stock on hand
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SDPfHealth Facility Monthly Contraceptive Report and Requisition

Faciliey District,

Reporting Month,

Opeming i 15 Cloging | Mext Month
Item Manse Balance | Received | lsoed [ 1] Balance | Requirement

SDP / Health —
Facility Monthly
Contraceptive —
Report and it

2-Mriths Ing

Requisition S onte

Implance

Prepared by Wierified by
Signamure, Signanse
Mame_______ Hame,

b n, Designation,

Date__ Date
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Instructions for Report Preparation ;;.Lwﬁ&ixjgﬂ.‘..r;-
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Su pply Chain Management for Health Commodities Course

Basic Logistics Concepts
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Basic Logistics Concept

Average Monthly Consumption (AMC)

» Average Monthly Consumption is calculated as average
of the aggregated consumption for last three non-zero
consumption months of vaccines and related products.

AMC = Consumption for last three non-zero months / 3
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Basic Logistics Concept

Stock on Hand(SOH)

« Stock on Hand is the amount of product on hand, in
order to monitor stock positions and anticipate stock-
out in advance.
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Basic Logistics Concept

Months of Stock (MOS)

» Month of Stock is the estimate for number of months
the stock will last. This is obtained by dividing Stock
on Hand by average monthly consumption.

Months of Stock = SOH / AMC
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Key Logistics Concepts

« Consumption - Medicine dispensed to patients

« Average Monthly Consumption(AMC) - Average
consumption of last three non zero months

» Stock on Hand(SOH) - Stock available at
facility/warehouse at any time interval

» Months of Stock(MOS) - Estimate for number of
months the stock will last.

MOS=SOH / AMC
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Basic Logistics Concept

Opening Balance

Balance of contraceptive products at the start of the
month.

Received
Contraceptive products received during the month.

Consumed
Contraceptive products consumed during the month.
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Basic Logistics Concept (Cont.)

Adjustments

In case stock is lost or recovered, adjustments (+/-) are
added during the month.

Closing Balance
Balance of contraceptive products at the end of month.

Closing Balance= Opening Balance + Received +
Adjustments(+/-) — Consumed
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