Monthly VFC Reporting Checklist


Below is a list of steps that need to be completed monthly, prior to placing a vaccine order.  These steps must be completed by the 7th days of the month. If they steps are not completed, the clinic will not be able to order vaccines.

____	Refrigerator and freezer data loggers are uploaded into KSWebIZ. (Out of   range temperatures have been addressed).
____	Expired or non-viable vaccines returned in KSWebIZ and return labels requested.
[bookmark: _GoBack]____	Vaccines that must be wasted are adjusted out of the on-hand inventory in KSWebIZ (ie. vaccines drawn up but not administered, broken vials or syringes, open outdated or non-viable multi dose vials, etc.).
____	Borrowing reports submitted to the area Regional Consultant.
____	Pending inventory shipments or vaccine transfers received into the on-hand inventory in KSWebIZ.
____	Reconciliation for current month completed and closed in KSWebIZ.

Once these steps have been completed, a vaccine order may be placed. 







Contact your Regional Consultant with any questions you might have.
