How to Document Borrowing
Borrowing VFC Vaccine to Non-Eligible Patients (Private)
When to use: In situations where a public vaccine was given to a patient who was not eligible to
receive public stock.

Has the borrowed dose been administered to a patient and decremented in reconciliation?
No: Borrowed vaccine(s) need to be reconciled. Continue to the next step 1.
Yes: Skip to Step 2 (add replacement lot # to reconciliation)

Step 1: Reconcile the borrowed dose from your public inventory in Reconciliation.
A. Gointo your Reconciliation page (Left-hand side bar, Inventory -> Reconciliation)
B. Find the lot number of the vaccine that was borrowed.
C. Adjust your physical count (subtract your borrowed dose(s)).
D. Click the blue "Adjust" button that appears.
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E. Select Category and Reason
a. Enter the number of doses that you are borrowing
b. Under Adjustment Category select “Transfer”.
c. Under Adjustment Reason select “Restock Private Inventory from Public”.

ADJUST QUANTITY

DTaP-IPV - KINRIX - PFS | Lot#: 34MF9

) Total Doses Off: 0
Exp Date: 2026-02-13 | Funding Source: PUB
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F. Click Save at the bottom.
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Step 2. Add that vaccine to your private inventory (borrowing must be completed even if you do
not maintain your private inventory in VOMS)
A. Goto Inventory -> Search/Add Inventory on the left side of the page.
B. Search for the lot number. Take note of the NDC, lot number, and expiration date of the
vaccine you need to replace.

Search / Add Inventory
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C. Click Add New Inventory at the bottom of the page if you do not already have a private lot
number matching this. If you do have one, select that lot.

Search Results
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D. Enter the information in the red boxes.

Lot Number Maintenance

Vaccine: | Select Vaccine - ‘

IECIVAN  Johnson County Public Health - Buffalo Funding Source:

ExpDate: | mm/dd/yyyy ®

‘

Select Funding Source v

Lot #:

Vaccine

Display ID: Not Mapped

Category:

Inactivate: L Sclect Inactivation Reason -
v

Select Lot Creation Category v

a. Enterthe funding source as ‘PRVT’ to indicate you are adding a “Private dose.”
b. Under Category, select “Transfer”. Under reason, select “Borrowed from Public Inventory.’
c. Enter the necessary quantity.

Lot Number Maintenance

Vaccine: Dtap-ipv (Kinrix - Pfs), NDC: 58160-0812-52 - 10 SYRINGES x ‘
Lot #: ‘ . ‘ Exp Date:
Dis\;la:\f;r[;‘? arvamnes &
Inactivate: Inactive Reason:

v

E. Click Save. You have now decreased your public inventory by one dose and increased your
private inventory by one dose. Now that the private dose can be decremented properly.

Do you have private vaccine inventory to replace the public dose? Replacements must occur
within 30 days. If more time has passed, this dose may no longer be replaced.

No: Skip to step 4

Yes: Complete Step 3

Step 3: Now you need to replace the dose that you borrowed. In your storage unit, you will
physically move one dose from your private inventory to your public. The next steps will document
that in the WyIR.
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Do you manage your private inventory in the WyIR?
If Yes, Go to Step 3A.
If no, skip to Step 3B.

A. First, you have to decrease your private inventory by 1 dose. In reconciliation, navigate to
your private inventory tab and decrease the available lot by 1.

“ Quantity OnHand FvsiciCounts m
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A
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SKB
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a. Enter the number of doses that you are transferring.

b. Under Adjustment Category select “Transfer”.
c. Under Adjustment Reason select “Restock Public Inventory from Private”.

ADJUST QUANTITY

DTaP-IPV - KINRIX - PFS | Lot#: 257H4 Total Off:0
Exp Date: 2024-10-27 | Funding Source: PRVT

DOSE(S): ADJUST:

' RestockPublic Inventory fromP.~
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d. Click save at the bottom of the page

B. Search for the lot number. Make sure you don't already have an existing Public lot with this

number.
If you do have an existing lot with the same number, jump to the Addendum on page

6.
b. If youdo NOT have an existing lot with the same number, take note of the NDC, lot

number, and expiration date of the vaccine you need to replace.
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C. Enter the details for that vaccine. Under Category, select “Transfer” and under reason, select
“Borrowed from Private Inventory.” Be intentional about which funding source you select.

Lot Number Maintenance

Vaccine: Dtap-ipv (Kinrix - Pfs), NDC: 58160-0812-52 - 10 SYRINGES ® ‘

Facility: _ Funding Source: _
25ZH4 ‘ ExpDate: | 10/27/2026 x

Vaccine 7
Display ID: Not Mapped CJ

bl Rl o= rom Private Inventory - Quantitv 1
Inactivate: Inactive Reason: Select Inactivation Reason -
CANCEL SAVE

Lot #:

D. Click save.

Step 4: Be sure to document the borrowing event on your Borrowing Report Form. This is
important for several reasons:
a. It documents the reason the borrowing occurred.
b. It helps tie the event to a specific patient record for immunization unit review during
compliance site visits.
c. It helps you document when you replaced borrowed doses.
d. Theimmunization unit reviews this form at every compliance site visit.

PIN: 0000 Facility Name:\WDH Immunization Unit
s Stock Used - . Date Borrowed Date Dose Returned
Vaceine Type Borrowed (publicleciprivate) Patient ID Patient DOB Administered Lot Reason Returned Lot &

DTap-IPV (Kinrix}j Puhlic—‘ufFCNWVIPj 1234567 | 1/1/2025 | 7/21/2025 | 3AMF9 |5 j 7/22/2025| 257H4

Remember, borrowing should be a rare occurrence. You should maintain adequate inventories of
vaccine for both privately insured and VFC-eligible children, and staff should be trained to pull
from the appropriate inventory.

Always document the exact inventory a patient received. If it is later discovered that a patient was
eligible for a different inventory type, do not alter the original documentation on the patient’s
record. Instead, follow these steps to complete the borrowing process and correct the discrepancy
through your inventory.
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https://health.wyo.gov/wp-content/uploads/2016/07/IZ-Unit-BorrowedVR15RE9.25.15.pdf

Addendum: How to edit an existing lot.

If you already have an existing lot number that you need to edit, follow these steps.
1. When you find the desired lot in the Search/Add Inventory page, click view:

Hpve

Gardasil 9 - Pfs
VIEW MSD

10 pack - SYRINGES

NDC: 00006-4121-02

Y012508 01/01/2027 PUB

2. This opens the Lot Number Maintenance page. At the bottom, click edit:

Lot Number Maintenance

Vaccine: Hpv? (Gardasil 9 - Pfs), NDC: 00006-4121-02 - 10 SYRINGES

ety _

Funding Source:

Vaccine Not M .
Display ID: lot Mappe

m Wasted And Refurned Wested find Disposed m e S
1 1 o 0 0 0 0 0

Inactivate: (@

LCRORLEEE i Select Inactivation Reason T

VIEW LOT HISTORY BACK EDIT

3. Anew button will appear on the right-hand side. Click “Adjust.”
4. Enter the actual doses on hand, and then select “Transfer” and “Borrowed from Private

Inventory.”
DTaPIPV Hib,HepB - Vaxelis - Pre-filled Syringe - 10 pack SYRINGES Doses Available: 20
Lot#: 56789 | Exp Date: 07/01/2027 | Funding Source: PUB &8 Fvaliatie:
Actual DosesonHand: 21 Adjust: | Transfer v Borrowed from Private Inventory| v

CANCEL SAVE

5. Returnto Step 4 on page 5.
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