
Medication Handling Procedures 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Procedures for Effective Medication Handling 

Introduction 

This letter outlines the essential procedures for effective medication handling to ensure safety 

and compliance with healthcare regulations. 

1. Receiving Medications 

• Verify the identity of the delivery person. 

• Check the medications against the purchase order. 

• Inspect for damage or discrepancies. 

2. Storing Medications 

• Store medications at appropriate temperatures. 

• Label all shelves clearly. 

• Keep a separate area for expired medications. 

3. Administering Medications 

• Ensure proper patient identification. 

• Verify the medication order before administration. 

• Document administration details accurately. 

4. Disposal of Medications 

• Follow guidelines for hazardous waste disposal. 

• Maintain a records log of disposed medications. 

• Educate staff on proper disposal techniques. 

Conclusion 



adhering to these procedures will enhance patient safety and ensure effective medication 

management. 

Sincerely, 

[Your Name] 

[Your Position] 


