MANUAL – 3

Procedure for Patients

	For OPD and Specialty Clinic


Patient

Registration Counter for making OPD card (5 minutes)


Visits Doctor’s Room for consultation & treatment (5-15 minutes)





	0Refer to other hospital if required.


	
	Visit laboratory or radiology deptt for investigations, if advised ( same day or the next day)


Pharmacy for collecting prescribed medicine (05 - 15 minutes )


Injection Room for getting injections as prescribed (0-5 minutes)


To come again on next visit as advised for follow up if needed.


	                                      RTI Application


MS/PIO (RTI) Same day
Estt. Branch (Next Day)


Concerned Branch (Same day/Next day)


Reply as per facts in Records(03 -05 Day)


          Estt. Branch (05-07 Day)








PIO (07 Days)







Medical Superintendent






(Approval 07-08 Days)





  PIO issues reply (05-07 Days)

	                              General Public Grievances


Same day if verbal 

of written 

Estt. Branch /AMS (Same Day)


                                                    01-02 days disposal
Medical Superintendent Informed( Same day)

          

	


