
Quest Diagnostics Incorporated Filename/SOP ID: qdhe777  
Site: Teterboro  CONFIDENTIAL: Authorized for internal use only. Page 1 of 6 

 

F
orm

 revised 

 
Lab Location: GEC, SGAH & WAH Date Distributed: 6/5/2012 
Department: Technical staff Due Date: 6/30/2012 
 
 

PROCEDURE REVIEW & COMPETENCY 
 
Name of procedure: 

 
Binder Format Standards 
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1. PURPOSE 
 Binders that contain Laboratory documents have a standard format and color system to 
 easily identify contents. 
  

2. SCOPE 
Applies to Laboratory manuals that contain procedures, reference documents and records 
(quality control, preventive maintenance, validations, proficiency testing). 
 

3. RESPONSIBILITY 
All Laboratory staff must comply with this procedure. 
 

4. DEFINITIONS  
 None 
 

5. PROCEDURE 
1.   Binder covers and spine labels utilize a standard template to ensure a uniform 

appearance. 
2. Paper color is standardized as follows 
 
 Yellow Calibrations (Pipette, Instruments) 
 Aqua Proficiency Testing 
 Orange Instrument / Method Comparison 
 Purple Quality Control 
 Bright green Reagent  (Validation, Lot-to-Lot checks) 
 Hot Pink Procedures (SOPs) and Reference documents (Package inserts 

for reagents, calibrators and QC material) 
 Sky Blue Maintenance 
 Red Patient Look Back 
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6. RELATED DOCUMENTS 
None 
 

7. REFERENCES 
None 
  

8. REVISION HISTORY 
 

Version Date Reason for Revision 
Revised 

By 
Approved 

By 
  Supersedes SOP L056.000   

000 8/10/2010 Update owner L. Barrett L. Loffredo 
     
     
     
     
     

  

9. ADDENDA AND APPENDICES 
 Sample cover  
 Sample spine 
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