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Record of Controlled Substance Registrant and Authorized Users

Controlled Substance Authorized Users Log is 
the official record of the Registrant and 
Authorized Users on the Registrant’s DEA and 
DPH registrations

How to:
• Complete the DEA Authorized Users Log

‒ Initial Registration
‒ Changes in Authorized Users
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Completing the DEA Authorized Users Log

• At the time of DEA registration approval, the 
Authorized Users log should be completed to 
reflect the Registrant and all Authorized 
Users included on the Registrant’s 
application

• Keep this up-to-date at all times as the DEA 
does not require updates to the registration 
application

• Upon audit, the DEA and DPH will use the log 
to determine compliance

• Authorized Users should not have access to 
controlled substances until they have been 
added to the log
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Completing the DEA Authorized Users Log

• Print the full name and title of the Registrant
• Enter the Registrant’s role
• Enter the DEA Registration number and date registration was approved
• The Registrant will sign and initial in the required fields to indicate acknowledgement
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• On a separate line, provide information for all Authorized Users, including
• Print name of user
• Add phone number of user
• The Authorized User will sign and initial in the required fields to indicate acknowledgement
• The Registrant will enter the start date of Authorization and initial to confirm that date
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• Any time there is a change to the 
Authorized Users on the Registration, the 
Authorized Users log must be updated

• The DEA does not require updates to the 
registration application. Updates are 
made in the DEA Authorized Users Log  

Research Compliance   |   Confidential—do not copy or distribute

Completing the DEA Authorized Users Log



7

• To remove an Authorized User from the DEA Authorized Users log, the Registrant will enter the date 
authorization ends and initial to confirm that date
• That user will no longer have access to controlled substances

• To add additional Authorized Users, enter the information as described previously
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