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1.  OBJECTIVE 

 

1.1 Manage procurement in a clean, efficient, trustworthy, effective and most 

economical manner without compromising quality of drugs and medical supplies 

through adherence to government procurement and financial procedures. 

 

1.2 Ensure stocks are always available, not in excess and meet client’s requirements. 

 

 

2. SCOPE OF SERVICE 

 

2.1 The procurement, storage and distribution of supplies according to the set guidelines 

and regulations. 

 

2.2 Preparation of consignments for various units within the hospital. 

 

2.3 Operate during office hours. 

 

 

3. ORGANIZATION 
 

3.1 The pharmacist in charge shall be responsible for the overall management of the 

medical store. 

 

3.2 The pharmacy logistic unit is divided into six sections:- 

 

   - General Administrative 

   - Procurement 

   - Inventory Control 

   - Drug Warehousing 

   - Non-Drug Warehousing 

   - Security and Support 

 

 3.3 The organization chart is as shown in the next page. 
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      Organization Chart 

 

        Hospital Director 

 

   Chief Pharmacists U54 

 

    Pharmacist U54/52/48 

 

      Pharmacist U44/41 

 

         Penolong Pegawai Stor N32 

 

         Penolong Pegawai Stor N27 

 

         Pembantu Tadbir (Stor) N26 

 

         Pembantu Tadbir (Stor) N22 

 

         Pembantu Tadbir (Stor) N17 

 

 

             General Worker            Attendant                 Driver     

 

 

4. POLICY DESCRIPTION 

 

4.1 All hospital, health and dental supplies that are listed under the Approved Product 

Price List (APPL) of Pharmaniaga Logistics (M) Sdn. Bhd.(Pharmaniaga)  shall be 

ordered through Pharmaniaga while others may be procured from other contractors 

according to rules and guidelines in force. 

 

4.2 The store shall send indents to Pharmaniaga according to its requirement. All indents 

shall be approved by the pharmacist in charge. Supplies will be only be delivered to 

the hospital by the supplier after a signed purchase order is produced.  

 

4.3 All orders for supplies shall be made by Government Purchase Orders signed by 

Officers duly delegated in writing by the Director subject to certain conditions after 

charging the said expenditure in the Department Vote Book. 

 

4.4 The Pembantu Tadbir (Stor) shall ensure all supplies received are correct, according 

to purchasing specifications and are stored systematically at specified locations or 

are issued immediately for use. 

 

4.5 Under all circumstances, every item received and issued shall be recorded. Stock 

keeping and control shall by ledger either as a computerized system or manual book. 

Where physical stocks are maintained, bin cards shall be used. 
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4.6 Store staff are responsible to issue separately according to user units. User unit head 

or their representative not lower than U29 grade or equivalent shall check and 

endorse item issued on collection. 

 

4.7 The store building is a gazetted security area and only the following persons can 

enter and conduct their business:- 

 

 Store Personnel with hospital pass. 

 Other hospital staff with hospital pass after registration at the security 

counter. 

 Radicare staff or their agents with Radicare Pass after registration at the 

security counter.   

 Other Ministry of Health staff after registration at the security counter. 

 Other public dealing with the store after registration at the security counter 

and issued with a visitor’s pass. 

 

4.8 The store pharmacist shall draw up a schedule for the user departments including 

health and dental clinics to indent and collect supplies. All use units must adhere to 

schedule except for emergency requisitions. 

 

4.9       Normal  store activities  will  be  suspended  for  two  weeks  yearly  at  year  end  to       

            facilitate  the  Annual  Stock  Count  which  will  be  conducted  once  yearly.   Only  

            emergency supplies shall be issued during this period. 

 

4.10 Stock Verification shall be conducted by Stock Verifiers appointed by the Director at 

least once a year and the report shall be sent to the Bhg. Perolehan dan 

Pengswastaan, Kementerian Kesihatan Malaysia. 

 

4.11 The Pharmacist shall ensure old and expired stocks are written off at least once a 

year. 

 

4.12 The Pharmacist shall draw up operational procedures for all tasks in the store and 

ensure that these procedures and all other guidelines such as Tatacara Pengurusan 

Stor and Treasury Instructions, etc. are complied with. 

 

4.13 The Pharmacist shall maintain an updated inventory of all store equipment and 

assets. He/She shall ensure that these equipment are serviced regularly and 

maintained by the private consortium (Radicare). 

 

4.14 The Pharmacist shall always ensure that all procedures and working environment are 

safe and shall provide optimum safety facilities for the staves. He/She shall ensure 

that all incidents and accidents in the work place will be reported to the Director 

through proper channel. 
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5. KEY ASPECTS OF WHOLE HOSPITAL POLICY 
 

 Refer and comply with Whole Hospital Policy.  (Page A1 – A17) 


