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[bookmark: _Toc1485957429]Purpose
This procedure provides general instructions for the processing of send-out testing and clarifies departmental responsibilities.
[bookmark: _Toc1184181870]Policy Statements
This procedure applies to all Microbiology, Core Lab, and Send-Outs staff responsible for receipt and processing of specimens.
[bookmark: _Toc574776493]Special Safety Precautions
None—treat all specimens as potentially infectious material.
[bookmark: _Toc1936476024]Sample
Stool, CSF, Tissue(s), Sputum, Bronchial Lavage (BAL), body fluids, Medicolegal Chlamydia/Gonorrhea samples 
Swabs including referral testing for measles, mumps, C. auris, Carbapenemase producing organism (CPO)
All bloods and urines with Sendout orders
[bookmark: _Toc1473554337]Test Code
See Lab Test Directory for details on specific test(s). 
[bookmark: _Toc2058984526]Procedure
1. [bookmark: _Int_jXANyqAd][bookmark: _Int_bOw8LduD]Microbiology staff will determine if specimen requires processing by the Microbiology department. 
· Exceptions
· CSF specimens are to be received by Core Lab Processing before handing them off to Microbiology. 
· Body fluids may first arrive in Core Lab Processing or Microbiology, depending on how they are dropped off. The department to first receive this warm hand off is to check the order(s) in place. 
· BAL, stool, sputum, and tissue specimens are first handed directly to Microbiology staff to determine orders in place (this is due to the high likelihood of Micro/Molecular tests being requested). 
· If no Micro/Molecular tests are requested, then specimen(s) are to be handed off to Core Lab Processing. 

2. All urines or bloods with orders for Sendout testing are to be received and processed by Core Lab staff.

3. Stools without any orders for Microbiology tests (Sendout only) are to be processed by Core Lab staff. Microbiology staff will hand off to Core Lab Processing if this is determined. 
· Core Lab staff are to utilize the BSC-II when processing stool specimens. 

4. Due to the highly infectious nature of measles and mumps viruses, any swabs intended for testing at MDH must be processed in Microbiology. 

5. If order set includes both Microbiology and Send out testing:
· Microbiology staff will process any Microbiology testing according to SOP and aliquot any Sendout testing appropriately.
· Consult the Lab Test Directory, reference lab test catalogues, Sendout tests quick reference guide, or Sendouts team members with questions regarding test volumes, stability, storage conditions, etc.

6. If sample volume is too low to complete all ordered tests:
· The receiving department will contact the ordering provider to determine priority.

7. If it is necessary to cancel or mark an order as QNS (Quantity Not Sufficient) after conferring with provider, the receiving staff will complete the process and document accordingly. 

8. When receipt and aliquoting are complete, place the specimen(s) in the appropriate refrigerator, freezer, or ambient rack. 

[bookmark: _Toc968028214]Interpretation and Resulting
Reporting results from Send-out testing varies by department. Refer to departmental procedures. 
[bookmark: _Toc1872463339]Appendices
See Work Aid: Processing Common Send-Outs [LINK]
[bookmark: _Toc1554444353]Training Plan/Competency Assessment
1. Employee reviews and acknowledges procedure through document control system. 
[bookmark: _Toc1225509791]Historical Record
	Version
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	Effective Date
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	1
	Sendouts Processing Working Group
	04/28/2026
	Initial Version.
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