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Topics Covered
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OVERVIEW

REPORTING 
REQUIREMENTS

 

ORDER 
APPROVAL 
PROCESS
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Compliance Overview
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In 
Compliance

Monthly 
Temperature 

Logs Submitted

Monthly 
Inventory 
Submitted

Temperature 
Excursions 
Resolved

Special Follow-up 
Completed 

(Doses Outside of Age Range, 
Vaccine Loss Log, Site Visit 

Action Items)
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Reporting Requirements
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Tool: Vaccine 
Coordinator 
Quick Start 
Guide
English | Spanish

https://doh.wa.gov/sites/default/files/2023-05/348-953-VaccineCoordinatorQuickStartGuide.pdf
https://doh.wa.gov/sites/default/files/2025-06/348-953-VaccineCoordinatorQuickStartGuide-Spanish.pdf


Required Monthly Reports

Monthly 
Temperature 

Logs

Monthly 
Inventory
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Monthly Temperature Logs

To ensure a quick review 
fill out:
 Clinic name
 Name of storage 

unit-Make sure this 
matches the storage 
unit name in REDCap 

 Provider PIN
 Month and year of 

temperature data
 Circle the F or C to 

indicate if you are 
measuring 
temperatures in 
Fahrenheit of Celsius 
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• Be sure to select:
o Monthly Temperature 

Logs
o The month you are 

submitting
o The year you are 

submitting

Submitting Monthly Temperature Logs in REDCap
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• The storage unit(s) associated with 
your provider agreement will show 
up in REDCap

• Upload the temp log to the 
corresponding storage unit

• Indicate if you are not storing 
vaccine in a particular storage unit

• If you are storing vaccine in a unit 
not listed, be sure to indicate that 
on the survey

Verify Storage Units in REDCap
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Document Temperature Excursions Complete the Viability Survey

When submitting temperature logs, be 
sure to complete a Vaccine Viability 
Survey if you experienced a temperature 
excursion:
• With your temperature log 

submission
     OR
• By reporting it via a Temperature 

Excursion and Vaccine Viability Survey

If you have not filled out a survey, please 
do not check ‘yes’ in the green box on 
your temperature log submission.

Document Any Temperature Excursions in REDCap
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Include DDLs with Monthly Temperature Logs (optional)

• Submitting DDLs with temp logs is optional but 
very helpful
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Monthly Inventory
IIS Reconciliation

1
2

3
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Tool: 
Monthly Inventory
Reconciliation 
Worksheet

1. Select the Print button at the bottom right of the Reconciliation 
screen to print the reconciliation worksheet

2. Take the worksheet to your clinic’s fridge or freezer and count your 
physical inventory

3. Write your fridge/freezer counts in the Physical Inventory column
4. Ideally the Quantity on Hand should match your Physical Inventory

o Document any discrepancies on the reconciliation worksheet
5. Use the Vaccine Loss Log to track any wasted, spoiled, or expired 

vaccine throughout the month 

https://doh.wa.gov/sites/default/files/2023-09/348154-VaccineLossLog.pdf


Special Follow-up Situations

Resolve 
Temperature 

Excursions

Complete Special 
Follow-up

(Doses Outside of Age Range, 
Vaccine Loss Log, Site Visit 

Action Items)  
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Resolve All Temperature Excursions

• Unreported temperature excursions 
need to be resolved
o Best practice: report temperature 

excursions when they happen to 
avoid ordering delays

• Complete a Vaccine Viability Survey via 
your REDCap portal

• Any required follow-up will be requested 
via REDCap or Storage and Handling will 
reach out directly by email
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Submitting Follow-Up Excursion Information

• Check your email for temperature log 
approval or requested follow-up
o We aim for reviewing within a week of 

submission
• The REDCap email may contain information 

about the specific storage unit and any 
issues found

• Submit all information through your 
REDCap portal link

• Providers have seven days to submit 
requested follow-up before pending orders 
are denied
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Complete all follow up requested by the Childhood Vaccine Program 
regarding: 
• Doses Outside of Age Range Survey 
• Vaccine Loss Log for vaccine loss of more than $2500 in one month
• Site Visit follow-up action items

Complete All Special Follow-up

https://doh.wa.gov/sites/default/files/2023-09/348154-VaccineLossLog.pdf
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Reporting Tips

Keep provider agreement updated

Establish a monthly routine

Carefully record temperature logs and submit in REDCap

Report temperature excursions promptly and completely

Complete inventory monthly

Be on the lookout for CVP email messages



KNOWLEDGE CHECK #1
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Order Approval Process
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Tool: 
Reducing 
Vaccine Waste 
Toolkit

Training Video | PDF

https://doh.wa.gov/sites/default/files/2025-01/348-1078-ReducingVaccineWasteToolkit.pdf
https://doh.wa.gov/sites/default/files/2025-01/348-1078-ReducingVaccineWasteToolkit.pdf
https://www.youtube.com/watch?v=qlgL9GMcaEE
https://doh.wa.gov/sites/default/files/2025-06/3481102-CVPTrainingSeries-05292025.pdf
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How We Process Your Orders

Orders are shipped and received within 14 days (except flu vaccine which is prioritized) 

CDC sends orders to the distributor (McKesson) or manufacturers (for direct ship vaccines)

State Approver uploads approved orders daily to the CDC (processed each morning by 11AM)

Provider Support Specialist reviews order quantities and approves at local level 

Provider Support Specialist checks for approved temperature logs, current inventory and that no 
ordering holds are in place

Order submitted at least 14 days before vaccine is needed 
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3. Current orders are listed in the Inbound Orders section with the 
following details

4. Use the arrow button to select and view additional details for a 
specific order.

Checking Order Status

1. Viewing the vaccine order status shows where an order is in the 
approval process; this screen also shows backorders, denied 
orders, inbound/outbound and rejected transfers

2. Login, select Orders/Transfers in the left menu, and then select 
Create/View Orders. 
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Tool: 
Vaccine 
Ordering and 
Receiving 
Guide

Understanding Your Order Status

https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-351-CreateSubmitVaccineOrder.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-351-CreateSubmitVaccineOrder.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-351-CreateSubmitVaccineOrder.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-351-CreateSubmitVaccineOrder.pdf
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When/How to Reach Out for Help

Issue How to Get Help

Your order has been approved but has not 
shipped within two weeks wachildhoodvaccines@doh.wa.gov

You haven’t received local approval in 3-5 
days, and your status is “awaiting local 
approval status” 

wachildhoodvaccines@doh.wa.gov

Your order is denied Look in the order page for a reason and necessary follow-up 
OR
         wachildhoodvaccines@doh.wa.gov

You need assistance knowing how much 
vaccine to order

• Downloadable ROQ Calculator (Excel) 
• Patient Detail Report 
• CVP Training: How to Reduce Vaccine Waste and Ordering 

to Prevent Waste Video | PDF

mailto:wachildhoodvaccines@doh.wa.gov
mailto:wachildhoodvaccines@doh.wa.gov
mailto:wachildhoodvaccines@doh.wa.gov
https://doh.wa.gov/sites/default/files/2022-02/348-208-ROQCalculator.xlsx
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-527-QuickReferencePatientDetailReport.pdf
https://www.youtube.com/watch?v=qlgL9GMcaEE
https://doh.wa.gov/sites/default/files/2025-06/3481102-CVPTrainingSeries-05292025.pdf
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Ordering Tips

Review vaccine delivery information

Always maintain a 30-day safety stock

Don’t wait until you’re out of vaccine to order

Use Recommended Ordering Quantity calculator to order the right 
amount of vaccine 

Anticipate delivery delays



KNOWLEDGE CHECK #2
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• Childhood Vaccine Program
• Childhood Vaccine Program Training 
• Vaccine Coordinator Quick Start Guide English / Spanish
• Temperature Reporting Guide 
• Guide to Using the Provider Portal in REDCap
• Search, Add, Reconcile & Report Inventory
• Vaccine Loss Log
• Temperature Excursion Guide
• Reducing Vaccine Waste Toolkit
• CVP Training: How to Reduce Vaccine Waste Video | PDF
• Vaccine Ordering and Receiving Guide
• ROQ Guide
• ROQ Calculator (downloadable Excel file)
• Patient Detail Report 

Tools and Resources

https://doh.wa.gov/public-health-healthcare-providers/public-health-system-resources-and-services/immunization/childhood-vaccine-program
https://www.doh.wa.gov/ForPublicHealthandHealthcareProviders/PublicHealthSystemResourcesandServices/Immunization/ChildhoodVaccineProgram/ChildhoodVaccineProgramTraining
https://doh.wa.gov/sites/default/files/2023-05/348-953-VaccineCoordinatorQuickStartGuide.pdf
https://doh.wa.gov/sites/default/files/2025-06/348-953-VaccineCoordinatorQuickStartGuide-Spanish.pdf
https://doh.wa.gov/sites/default/files/2022-04/348-870-TemperatureReportingGuide.pdf
https://doh.wa.gov/sites/default/files/2023-11/3481012-GuideForProviderPortalInREDCap.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-648-SearchAddAdjustReportReconcileInventory.pdf
https://doh.wa.gov/sites/default/files/2023-09/348154-VaccineLossLog.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-708-VaccineTemperatureExcursionGuide.pdf
https://doh.wa.gov/sites/default/files/2025-01/348-1078-ReducingVaccineWasteToolkit.pdf
https://www.youtube.com/watch?v=qlgL9GMcaEE
https://doh.wa.gov/sites/default/files/2025-06/3481102-CVPTrainingSeries-05292025.pdf
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-351-CreateSubmitVaccineOrder.pdf
https://doh.wa.gov/sites/default/files/2022-02/348-641-EOQ-ROQ-Guide.pdf
https://doh.wa.gov/sites/default/files/2025-01/348-1078-ReducingVaccineWasteToolkit.pdf'
https://doh.wa.gov/sites/default/files/legacy/Documents/Pubs/348-527-QuickReferencePatientDetailReport.pdf


Questions? 

Childhood Vaccine Program Main Contact Information
WAChildhoodVaccines@doh.wa.gov

Phone: (360)236-2829
Fax: (360)236-3811

mailto:WAChildhoodVaccines@doh.wa.gov


To request this document in another format, call 1-800-525-0127. Deaf or hard of hearing customers, please 
call 711 (Washington Relay) or email doh.information@doh.wa.gov.

              DOH348-1116  July 2025

mailto:doh.information@doh.wa.gov
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