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12th September 2025

Important Reminder Regarding Monthly Claim Submissions
Dear Colleagues,

As part of our ongoing review of processes within the Community Pharmacy Services (CPS) office, we have identified an increasing number of instances where multiple claim forms are being submitted by individuals within the same calendar month. Please be aware that submitting multiple entries can lead to payment discrepancies and administrative challenges.

While claims can be backdated up to three months in accordance with the claim sheet guidelines, this practice places additional strain on administrative resources.

To ensure accuracy and efficiency, it is essential that only one claim form is submitted per month. If a form is submitted late, please notify the CPS office either by telephone at 01463 706886 or via email at nhsh.cpsoffice@nhs.scot.

Before submitting your claim, kindly ensure:

· The form has been thoroughly checked for accuracy.

· The cover sheet is completed correctly.
Paperwork required to be sent to Pharmacy Services Office (if appropriate) by the 10th of the month include :

· Excel spreadsheet (one month only) Missed claims may only be permitted on advice from CPS office

· Copy invoices for replacement drugs (palliative care)

· Care Home visit form

· Champion MS Form 

· Board Committee/Locum Costs form

Your cooperation in adhering to this process is greatly appreciated and will help maintain the integrity of our payment systems.

Many thanks

Community Pharmacy Services
