
This training is intended to provide guidance to New York State (NYS) 
Vaccines for Children (VFC) providers on accepting vaccine 
deliveries.  



You must establish a routine for receiving vaccine deliveries in 
accordance with your Vaccine management plan. A standard 
operating procedure will guarantee that your vaccine is handled 
properly. Keeping to a routine will also help you identify and correct 
any issues with the vaccine delivery.

Your Vaccine Storage and Handling plan should cover your vaccine 
receiving process and how the vaccine is stored. For example, your 
plan should include details on how to accept, examine, and store 
vaccine deliveries so the cold chain is maintained.

Procedures should be reviewing and updated annually and staff 
should be notified any time changes are made.



The vaccine coordinator and back-up coordinator are typically 
responsible for accepting vaccine deliveries and ensuring the cold 
chain is maintained. The vaccine coordinator and/or backup should 
be available on the days and times your provider agreement has 
listed for receipt of vaccine deliveries.

All staff members who handle vaccine deliveries must-

Know how to maintain the vaccine cold chain
Know how to properly store vaccine
Notify the vaccine coordinator or a back-up coordinator when the 
vaccine delivery arrives

If vaccine is delivered and the vaccine coordinator or back-up are not 
available for the next for 2 or more hours, other trained staff should 
properly check, unpack and store the vaccine delivery in accordance 
with your vaccine management plan.

Your practice may be financially responsible if vaccine is mishandled 



after the delivery has been accepted.



Accepting a vaccine delivery includes the following steps:

Immediately unpack and inspect a vaccine delivery once you receive 
it. Check for signs of physical damage to the package and contents. 
Cross-check contents with the packaging slip to be sure they match.
Check the expiration date to ensure none of the vaccine is expired or 
soon expiring.
If the order contains lyophilized (freeze-dried) vaccines, check that 
they have been shipped with the correct type and quantity of diluents. 
Make sure diluents have been shipped in separate compartments for 
all frozen vaccines.
Check the package for heat or cold damage if a cold chain monitor 
has been included in the package, ensure that it does not indicate any 
out-of-range temperatures.
Take inventory to ensure all items have been received.
Place vaccine in storage units as soon as possible and monitor the 
storage unit for out of range temperatures after a large order is 
received.



Some storage units may be incapable of maintaining appropriate 
temperatures after large vaccine shipments are stored in them. If this 
happens, contact the NYS VFC program at 1-800-543-7468.
If everything is accounted for, and no issues are noted with the 
delivery, accept the vaccine order in the New York State Immunization 
Information System (NYSIIS).

If you experience any issues with your delivery, including damaged 
vaccine, missing vaccine, or cold chain concerns, contact the VFC 
program as soon as possible.



To receive vaccine shipment, your practice must be open for at least 
4 consecutive hours on a weekday other than Monday.

Some storage units may be incapable of handling a large shipment, 
and temperatures may fluctuate after a vaccine delivery. Ensure staff 
is available during and after all delivery times to monitor storage unit 
temperatures after a vaccine delivery.

Before placing a vaccine order, consider holiday, vacations, staff 
schedules, and changes in hours of operation to guarantee you will 
have staff available to receive vaccine deliveries. You must make 
updates to your Provider Agreement in NYSIIS if you have any 
changes in delivery hours or contact information.



Some vaccine deliveries contain a vaccine cold chain monitor (CCM). 
A CCM tracks whether the cold chain was maintained during 
shipment.

CCMs should be discarded after one use.

If a vaccine delivery does not contain a CCM, the shipment should 
contain an insulating barrier between vaccine and refrigerated or 
frozen coolant packs.

If there are any issues with the contents of the shipment, label the 
vaccine "Do Not Use," store it at the proper temperature and contact 
the VFC Program for guidance.

If you are unsure if the cold chain was appropriately maintained, 
contact the NYS VFC program.



Review the manufacturer product inserts that come with vaccines and 
diluents to learn the most up-to-date storage and handling practice for 
the products. Keep copies of the inserts with your vaccine 
management plan. Updated product inserts can be found at 
immunize.org/fda

After confirming that the cold chain has been maintained, place the 
vaccine in the proper storage units.

Post a list of vaccine and diluents that need to be refrigerated and 
frozen near the storage units. Diluents should never be placed in a 
freezer.

Store vaccine in its original packaging.

Remove any expired vaccines and diluents from the storage units. 
Rotate vaccine with the earliest expiration date to the front of the 
storage unit.



This slide lists which vaccines can be stored in the refrigerator and 
which can be stored in the freezer (or Ultra-Cold).

Please note the following: 
The vaccine package insert will explain the proper vaccine storage 
and handling requirements.

Refrigerated vaccine must be stored in a refrigerator unit between the 
temperatures of 36° and 46° Fahrenheit or 2° to 8° Celsius. The ideal 
temperature for refrigerated vaccine is 41° F or 5° C.

Frozen vaccine should be stored in freezer unit between -58° and +5°
Fahrenheit or between -50° and -15° Celsius. The ideal temperature 
for frozen vaccine is 0°F or -18°C.

Always refer to product insert for specific vaccine storage guidance, 
as some vaccines have more restrictive temperature ranges. For 
COVID vaccine products, see manufacturer product insert, as 
guidance has been known to change more frequently as new 



products are introduced to market.

This table is subject to change, as some of the Flu products listed in 
this CDC resource table may not be available in the 2025-26 season.



Some diluents need to be stored in a refrigerator, and others can be 
left at room temperature. Room temperature should be no warmer 
than 77° F or 25° C. Always refer to the product insert for specific 
storage and handling requirements for diluents.

If possible, store diluents with their corresponding refrigerated 
vaccine. NEVER store diluents in the freezer.

Diluents for some vaccines including Pentacel (DTaP-IPV-Hib combo 
vaccine) and Menveo (meningococcal conjugate vaccine) contain 
antigen
Packaged together with the corresponding lyophilized vaccine and 
MUST be stored together

For an updated diluents reference sheet, visit the Vaccines with 
Diluents: How to Use Them link on the resources document included 
with these trainings.



After unpacking the contents of the delivery, accept the vaccine order 
in NYSIIS. This documents that the delivery was received and will 
automatically update your NYSIIS inventory.

Accepting an order can be done by clicking on the Manage Orders 
link under the Manage Inventory header in NYSIIS, 

A more detailed tutorial on accepting orders in NYSIIS is included in 
the NYSIIS user manual linked on the Resource document provided 
with this training.



The following are the key messages for this training module:

Developing comprehensive Standard Operating Procedures (SOPs) 
for vaccine deliveries are a critical part of your practice’s Vaccine 
Management Plan.
The primary vaccine coordinator and backup coordinator are the 
primary staff responsible for vaccine deliveries. 
Arrange for vaccine orders only when the vaccine coordinator, back-
up, or trained designated staff will be on duty to receive shipment. 
Always notify VFC immediately of any changes to delivery hours or 
change in key program staff.
All staff members who accept vaccine deliveries must be trained on 
the importance of maintaining the cold chain and the need to 
immediately notify the vaccine coordinator or back-up coordinator 
upon arrival. 
Immediately unpack and inspect the delivery. If a Cold Chain Monitor 
(CCM) is present, check for heat or cold damage. If damage is 
suspected, mark vaccines “do not use”, store as if viable, and contact 
the VFC program for guidance. 



Keep a list of vaccines and diluents that need to be refrigerated and 
those that need to be frozen for quick reference. Remember that 
diluents should never be placed in a freezer. 



Thank you for your participation in this training on accepting vaccine 
deliveries.
As always, any questions can be sent to nyvfc@health.ny.gov.


