


Phlebotomist will legibly print their employee 
number and name.



Date: Write today's date of service in a mm/dd/yyyy format.

TOA: Time of phlebotomist's arrival at each client lab book.  If the client 
has multiple client numbers, the time of arrival should be a tracking of the 
phlebotomist moving throughout the client's facility.

TOD: Time of departure is documented when all service related requests have 
been completed and just prior to the signature of the nurse at bottom of page.

ClienClient: Name of Client is documented including identifying names of the client. 
(Example: Springbrook-East Hall).

Client Number: Each client has a specific number which identifies it as a BBPL 
client.  Write this number here.

Example: 4321



Patient Name: This box will include the patient's 
name.  Name should be written exactly as it is on 
the patient's requisition. 

Example: Smith, Mary



Lab Orders: The standard lab test medical 
abbreviations will be used and separated by 
commas.

Example: Comprehensive Metabolic Panel and 
Complete Blood Count and Urinalysis will be 
written as CMP, CBC, UA

NoteNote: Should the entire lab order not be collected, 
an indication using parantheses showing the lab 
that was not collected will be done.with a hyphen 
followed by SUF in the lab order box.

Example 1: CMP, CBC, (UA- SUF)
Example 2: CMP, (Lipid- SUF) PT, CBC



DOC:

TOC:

ExampleExample:



Sites in which the patient had a venipuncture 
attempt will be recorded using standard medical 
abbreviations.

Example: RAC, LAC, RH, LH

An attempt of two venipunctures is allowed with An attempt of two venipunctures is allowed with 
the patient's permission.  Should a third attempt 
ever be needed, the charge nurse of the patient 
must grant permission along with the patient.  Any 
third attempt must also have the signature of the 
charge nurse on the original requisition.



Reason: For instances in which a specimen 
cannot be obtained by the phlebotomist while 
at the client facility needs to be recorded as to 
why it was not collected.

The most noted reasons are located at the 
bottom of the page and are coded with a 
number in front of them.

Examples are:Examples are:
Patient is in the hospital - the number 2 will be 
entered in the box inline with the
patient's name.

Patient refused - the number 4 will be entered 
in the box inline with the patient's name.



Plan: Every requisition not reconciled must have a plan.

Using the examples from the SUF Reason possible 
SUF F/U Plans would include:

PatienPatient in the hospital - a number 4 would be entered 
as the specimen could not have been obtained on the 
date it was needed.  Should the patient readmit to the 
client's facility, the patient will have new orders that 
will be entered at that time.

PatienPatient refused - If the result is needed prior to the next 
draw day then a number 1 would be entered indicating 
another phlebotomist needs to try later today.  If the 
lab is not urgent then perhaps a 3 is entered indicating 
the collection will be attempted on the next draw day.



DONs may direct their nurses to utilize this column 
to record when the result for the lab orders have 
been received across their printer or fax machine.



The total number of patients are counted and recorded 
in this spot.



Phlebotomist Signature: is the phlebotomist that 
performed the venipuntures and is taking responsibility 
of removing all the specimens listed above from the 
client's facility.

NursNurse Signature: is the nurse who is attesting that 
all specimens have been collected or coded under the 
SUF Reason and SUF F/U Plan to their satisfaction. 
Remember: The Nurse is the one who determines the 
SUF F/U Plan, not the phlebotomist.

WheWhen the nurse signs their signature they are also 
stating the phlebotomist has completed their service 
and agrees all non blood specimen samples have been 
accounted for that are needed for testing and thus is 
releasing the phlebotomist from their client facility or 
client hall.



Should a client number need more than one form to 
complete their entire collection for the given date of 
service, multiple forms should be used.

Example: First form would read Page 1 of 2.  Second 
form would read Page 2 of 2.



Carbon form: use ink only and use firm pressure when 
writing.

PhlebotomisPhlebotomist will refrain from using Sharpie pens, 
gel pens, any color pen other than black or blue.  
They will press firmly enough so that the copy below 
is completely legible for the client.  Should the 
phlebotomist fail to do so, the three forms of the 
previous versions will be utilized.


