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FP34D Claim Process 

This process is undertaken to ensure the surgery receives reimbursement from the NHS for 

the drugs that have been administered to patients during a given month. 

Personally administered items are drugs and devices bought by the practice to be 

administered to patients.  The practice makes an FP34D claim for the items and is then paid 

a prescribing drug payment. 



 

 

Set up a re-call system

Click:

- Reporting

- Clinical Reporting

- New

Add all vaccines that are claimed for 
without prescription

Add all drugs that require a 
prescription 

Click on 'green pencil'
Go to event date and change to the 

previous month

Right click and run Print the resulting information off

Cauldwell Medical Centre 



 

 

 

 

 

Highlight all the vaccines

- right click 

- table 

- open as RFT.

Click on individual medications and 
print off. Make sure you have all the 

prescriptions.

Make sure that the prescriptions are 
signed

Completre the FP34 form which 
arrives each month  (check the 

month is correct)

Complete:

- Doctor's name

- Doctor's index number

- Drug name

- Brand names

- Presentation/pack

- Dosage

- Number of doses administered in the month

Add the number of vaccine doses 
previously calculated, to this form



 

 

 

 

 

Enter the month, tick the surgery 
orgnaisation and add the surgery 

stamp
Sign the form and date it

Put all documents in an envelope, 
complete the blue label and attach

Post by the 4th of the month

Create a new folder and copy and 
save all the data there



 

 

 

 

 

 

Leighton Road Surgery 

Patient has medication 
administered

Nurse tasks prescription task team 
informing them that this has been 

administered

Prescription clerk team 
generate paper FP10 

prescription

This process is repeated 
throughout the month and the team 
keep paper scripts safely until the 

end of the month

At the end of the month FP34 
document is received

Paper prescriptions are then 
counted individually, and 

prescription column filled in on the 
FP34 document

Prescription items are then counted 
(this is what's on the actual paper 
prescription) and added into the 

item column on the FP 34 
document 

Total column filled in at bottom



 

 

Log on to System One

Reporting Tab

- Miscellaneous reports

- FP34D vaccination report

- Input calendar month

- Run report

Double check all information is 
correct (anything that comes from 

central supply needs to be 
removed)

Print report and attach to FP34D 
form 

On back of FP34D add practice 
stamp, sign and date, photocopy all 

forms for backup

Put prescriptions inside FP34Dform 
and put in envelope and send 

recorded delivery

Ensure you make a note of 
recorded delivery serial number


