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MONTH: _______________

Open both Transfusion record and TM Daily Units from the S DRIVE, HDLTM01, TM UNITS, choose appropriate month 

SERVICE UNITS:
1. Issuing- Verify that there is an “issue” for each blood/component/product signed out in transfusion log. Sum all “issues” for IP, OP, RDU, ER  individually for each blood/component/product from transfusion log.  Enter in appropriate tab in Daily Units on last day of month. (line#39) 
2. Emergency uncrossmatched- verify from transfusion log. Enter under appropriate tab in TM Daily Units.  Verify that the packed box (line # 49) was also counted for each emergency box packed.
3. Cancelling- entered daily? (line # 41)
4. Thawing-verify from transfusion log (line#42) Include any broken during thawing- see ‘disposition’ tab in inventory
5. Pooling- verify from transfusion log from cryoprecipitate.. (line  44)
6. Octaplex- verify from transfusion log (line #43)
7. Documetation for IVIG/ALB/etc.- Count 1 per for each request filled that we printed up labels and documented. Print out each tab to count. Enter in appropriate tab in Daily units in (line#59)
8. Transfer to OH-verify from transfusion log in all tabs – packed box counted?- enter total under IP in Daily Units (line #49) + RDU box packed? (should have at least x2 per week)
9. Provue- units entered? (line #10 &11)
10. Transfusion RX investigation?-verify with transfusion Rx binder (line #63)
11. Lookback/Traceback/OHCAP?- (line 56+57)
12. Factor Redistribution Program?-  (line #60)
13. Autologous Received?- (line#58)
14. Pathologist Consult?- (in minutes line#62)
15. Referred Out Specimen?-(in minutes line#62)
Month End tab of units: -enter # blood transfusions for the month (from IHL-TMD-Monthly Balance Worksheet-Ouellette)        
NON-SERVICE UNITS:

1. Using the non service template found in  S DRIVE, WRO, HDLTM01, TM UNITS, NON SERVICE choose appropriate month or make copy from NEW TEMPLATES, NON SERVICE TEMPLATE- Enter what is documented on the clipboard into the template with a brief description, time in minutes and initials in the appropriate areas.  Print by selection for units binder.

2. Enter Non Service Units also into TM DAILIY UNITS, NON SERVICE TAB under appropriate date and category. ( you can enter totals on last day of the month)

3. Add in staffing hours to the non service template including senior hours (designate hrs would be counted in). Enter total under last day of month in “Training/Education” area in NON SERVICE TAB in DAILY UNITS. 

4. When all is entered and complete- SAVE DAILY UNITS  with month indicated at the top of the
‘Month End Tab’ in ‘TM UNITS’ for the appropriate month. Print this page only by selection for units binder. Close file
5. Copy the  TM DAILY UNITS FILE to QM folder for Lab Manager. This can be found in the  S DRIVE, WRO, QUALITY MANAGEMENT, WORKLOAD UNITS, 2014-2015 FOLDER, CHOOSE MONTH and paste. 
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