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PURPOSE: To outline the duties and responsibilities of the Central Processing and Phlebotomy staff of the Clinical Laboratory.  
I. RECEIVING AND INLABBING ROUTINE SPECIMENS
A.
SPECIMEN/HIS (Health Information System) Review:  Demographics, date of service and tests requested are checked for accuracy and completeness.  The submitted sample is examined for correctness in the context of the requested tests, i.e., proper tube, sufficient volume.  Proper identification is verified by comparing the labeled specimen to request form.  If the specimen/label is unacceptable, the Central Processing Technician calls the appropriate unit, department, or physician.  Documentation is forwarded to the Supervisor and the QA Manager.

B.
CONFIRM UNCLEAR TEST ORDERS:  If a test order is not clear to a clerk, confirmation must be made before proceeding with acceptance procedure.  To clarify all unclear orders, the clerk does any or all of the following:

· Calls Unit to speak with Unit Clerk or Nurse if available
· Has Physician paged to speak with him/her

· Checks with Laboratory Tech

· Checks with Laboratory Section Supervisor 
C.   INLABBING: Central Processing is responsible for receiving and inlabbing routine requests for   Chemistry, Hematology, and Microbiology.  Blood Bank is responsible for receiving and inlabbing specimens in their own area.  Problems that can be handled are investigated and corrected by the Central Processing Technician.  Any issue requiring Technical assistance is handled by the appropriate laboratory department.

If specimens are received first in another department of the lab, it is the responsibility of the area initially receiving the sample to in lab the specimen immediately upon delivery or notify a Central Processing Tech. The responsible parties must also follow the guidelines covered in Specimen/HIS Review (above). 

II. RECEIVING / INLABBING IN SPECIAL SITUATIONS
A. STAT, 2 CATS, EPS,INR Stat for PCC, TRAUMA/FLF Requests:  Central Processing is responsible for processing STAT requests for Hematology, Chemistry, and Microbiology.  Although all STAT requests are immediate, 2 CATS, EPS, TRAUMAS, and FLF require super immediate processing.  Stats from the OR may be accompanied by a form which is delivered to the department along with the sample.  If a form does not accompany the sample, the Central Processing Clerk notifies the responsible Tech informing him/her that no OR form was sent with the sample.
B.   DOWNTIME SITUATIONS: Central Processing staff follows the protocol for a LIS or HIS downtime situation by referring to the LIS downtime policy.  A copy of the policy is available on the ‘H’ drive as a reference guide.  

C.  ADD-ON TESTS: Physicians or Clinicians on individual Nursing Units are responsible for ordering tests in the HIS system.  The Add On orders generate a request slip that prints out on a designated printer in Specimen Receiving.  After receiving an add-on request slip, the Central Processing clerk first in-labs the ‘Add on Order’ into the computer.  This allows the ordering personnel to see that the Lab has received the request.  The Central Processing clerk will locate the tube and evaluate the quantity and/or integrity of the original sample.  (See Appendix A for integrity of sample). The clerk will add the test to the existing accession number.  See CP01-014.01 ED Lab Label Process
The following are steps for Add On tests for individual departments:
1. Chemistry: The CP clerk will go to the computer on the track and type in the accession 
     number of the specimen that requires the add on test. The specimen will come to a designated 
     rack on the track. Specimens can also be located in a storage rack.  The CP clerk will pull the 
     specimen and place  it in a designated rack for ‘Add On’ tests.  The ‘Add On’ request slip is 
     placed in a designated bin. This alerts the Techs that a test has been added to a previously 
     analyzed sample.  The Techs will file the Add on Slips as per their filing procedure.
2. Immunology: Tests added to a previously collected chemistry tube, the clerk will pull 
     the specimen, print a label for the added test, pour the serum in the labeled aliquot tube, and 
    then place that tube in the designated immunology rack.  Once the process is finished, the Add 

    on Slip will be discarded in the patient information shredder.

3. Hematology: The CP clerk will pull the specimen from the completed rack and place  

    in a designated rack for ‘Add On’ tests.  The ‘Add On’ request slip is placed in a designated bin.      

    This alerts the Techs that a test has been added to a previously analyzed sample.   The Techs will 

    file the Add on Slips as per their filing procedure

4.  Send Outs:  Add on requests are not recommended for Send out tests due to factors that can compromise the quality of the sample, (i.e. possible contamination, low sample volume, or incorrect storage temperature).

5. At Elkins Park After receiving the request slip, the clerk will check the sample for volume and integrity.  If specimen is unacceptable for a test to be added, the unit will be contacted.   If the sample is acceptable, they will hand the specimen directly to the Tech.  All request slips are filed in a storage box kept in the specimen receiving area of the laboratory.

6. Emergency Department (EMCP only): See CP01-014.01 ED Lab Label Process 
D. CHANGING COLLECTION TIMES. There may be times when the Central Processing clerk must change the collection time of a previously collected specimen (i.e. E.D. specimens).  The Central Processing Clerk will click onto the ‘Modify Collection’ icon, put in the accession number, then change the collection time.  
E. OVERRIDING TETS THAT HAVE BEEN CANCELED BECAUSE OF AECIS RULES: There may be times when a Physician will need to order a test  on an inpatient that is not orderable.  This could be due to duplicate orders for tests ordered within  a 30 day period.  It can also be used for tests that are on the "not for inpatient  testing" list .  Additional information is in section II of this procedure  (See Appendix E for list of restricted tests) 

III. SORTING AND DISTRIBUTING SPECIMENS AND REQUESTS
Central processing is responsible for Sorting and Distributing Specimens and Requests.   Hematology specimens are delivered within 20 minutes of receipt.  Chemistry samples are either put directly on the Lab track system or taken to the pour over section for centrifugation.  If the sample requires an aliquot, it is done at this time.  The aliquot is a portion of a specimen placed in a separate container to facilitate concurrent testing or to hold in reserve for future use.  At the time the specimens are received by Central Processing, labels identifying those tests not listed on the label of the original specimen should accompany any specimen requiring an aliquot.  (The portion of the specimen is typically removed from the original specimen after initial processing, such as centrifugation, to obtain serum or plasma samples.  The aliquot is to be considered chemically identical to all other subdivisions of an original sample of serum, plasma, urine, CSF, etc.  It may be necessary to identify the aliquot as an individual specimen distinct in a collection container labeled with an accession number different from that on the original but is still linked to that specimen.)  The label is applied to an aliquot tube and taken to the pour over area to properly match the specimens and place adequate sample in the aliquot tube.  Specimens are then placed in appropriate racks for pick up by technologists covering a particular area.

 For EP: Central Processing and technologists are responsible for sorting and distributing specimens and requests to their respective areas of the laboratory. Stat samples for Chemistry, Blood Bank and Hematology are delivered promptly to the area at Elkins Park and run within appropriate orderable turn-around-time. Routine and Time Studies are processed according to test requirement, electronically transferred in AECIS and transported to EMC-P and resulted within the appropriate turn-around-time. Once samples are received at EMCP, Central Processing follows (f) listed above.
IV. SPECIMEN STORAGE 
Central Processing is responsible for the storing of specimens that cannot be analyzed within a specific timeframe.  Many tests in the various laboratory departments are analyzed using the manufacturers’ recommendations for storage and stability.  It is the departments’ responsibility to inform Central Processing of proper temperature storage and of any changes that may occur for the specimen storage.
For EP: Central Processing and Technical staff are responsible for storing specimens that cannot be analyzed within a specific timeframe.  All tests are analyzed using the manufacturers’ recommendation for storage and stability.  It is the technologist’s responsibility to inform the processor of any changes that may occur for the specimen storage.
V. MAINTENANCE CHECKS
A. Temperature checks: Central Processing clerks are responsible for checking and documenting the temperature of the refrigerator and freezer located in the department, daily (CP01-002 Form A), Any temperature discrepancy is documented on the Temperature Action log (CP01-002 Form C).  
B. Centrifuges: CP clerks are also responsible for the weekly cleaning and documentation of the centrifuges used by the staff in the department (CP01-002 Form B), 
C. Eyewash bottles: CP staff inspects the self contained eye wash bottle stationed in the department weekly. (SA01-003 Form B) 
All tasks will be checked off on the CP task list (See CP01-002 Form D) then reviewed and signed by the department Supervisor. The 6am clerk will be responsible for the daily tasks.
For EP:  Third shift technologists are responsible for checking and documenting the temperature of the refrigerator and freezers located in the department, daily (CHQA01-015 Form A),Any temperature discrepancy is documented on the Temperature Action log (CHQA01-015Form B1).  Processing staff are also responsible for the weekly cleaning and documentation of the centrifuges used by the staff in the department (CP01-002 Form B), Second shift technologist is responsible for inspecting the self contained eye wash bottle stationed in the department weekly. (SA01-003 Form B). All tasks will be checked off on the Specimen Receiving, PAT/OP Task list by the appropriate assigned personnel (See CP01-002 Form H) then reviewed and signed by the department Supervisor monthly. See assigned staff in italics on the task list.  If (CP,PAT/OP) is listed, that indicates the 7am and 8:30 am Clerk/Phlebotomist are responsible for recording.
VI. COMPETENCY TESTS
Central Processing Clerks are responsible for completing Competency Tests annually.  The test(s) depend on the skill(s) upon which they are trained.  (Phlebotomy, Send Out, Out Patient, Central Processing).  A computer generated notification is sent to each employee alerting them of when their competency is due.
VII. SENDING OUT
Rference Laboratory Specimens
The Central Processing staff is responsible for receiving all specimens designated for reference laboratories.  The specimens are placed in the appropriate rack (by storage temperature) and the technician responsible for sending Send Out specimens retrieves the specimens and prepare them appropriately according to the guidelines listed in the manual of the reference laboratory.  For miscellaneous orders at EMCP, there is a bin disignated for the downtime test request slips.  The Send Out Tech will retrive the slis to ensure all test requests have been processed and sent to the appropriate reference lab.  Refer to any Reference Laboratory Manuals to follow all requisitions, proper collection, and handling requirements of the individual Reference Lab.

Send out Section- Only Central Processing staff members who have been trained to handle processing of 

Send-out tests are able to work in this section.

Hours for send out:  9am – 5pm     7 days a week, including holidays.                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

Reference Lab Result Reporting - Refer to Send out Procedure Manual.\\Aegrfscls1_clc\clc\USERS\LABS\Current_SOPs_Documents_Forms\Central Processing PP\Sendout Procedures
Central Processing monitors the appropriateness of reference testing that is sent out from the Department of Pathology and Laboratory Medicine.  This is to provide guidance in test and specimen selection for the resident staff, to guarantee specimen integrity and the most appropriate testing process for quality patient care.  There are processes that any Central Processing clerk can handle that would not require physically working in the send out section:
                  A.    Tests on the “Not for Inpatient Ordering” List   

                      ** Please note:  This does not apply to any research specimens**

· When the Central Processing Staff is contacted by a clinician to send out a test that is on the restricted list, or above $500 in cost (the Send Out Tech will verify the cost) the staff member will inform the requesting physician that ONLY an attending physician (service attending or consultant) can get approval to send out the test from the Pathologist on call/frozen section service. 
· If the request is after the Send Out department has closed for the evening (approximately 5 pm), the clinician will be instructed to have the attending call the Pathologist the next day since the specimen won’t go out until 5 PM the next day. 

· The staff member will give out the pathologist’s name and contact information for the attending to contact.  Staff will also inform clinician that if an approval is given by the pathologist, the Central Processing  staff  will order the test.  They will also inform the clinician that the specimen must be accompanied by a downtime requisition slip.  
· The Central Processing staff will wait to hear back from the frozen section or on call pathologist for instructions.

· If the send out test is approved, the Central Processing staff person will then contact the help desk in order to generate a ticket to override the stop rule. 

· Documentation of the request decision (both positive and negative) will be kept in a binder in Central Processing labeled ‘Send Out Approval Form’. ( See SO001.003A )  
· In the event that the approved send out test specimen does not arrive in the lab, as a courtesy, the staff member can contact the unit to inquire as to if a sample will be collected and sent to the lab.
The following algorithm can be used in determining when to have a Pathologist approve a restricted list test request or a test over $500.
Is send out test on the restricted list?


                        Yes – Needs Pathologist Approval                                            No


                                               Is test over $500?


                                                    Yes – Needs Pathologist Approval

                                                                                                  No


                                                                                                                           Send test to Reference Lab
    B.    Non interfaced test ordered Reference Lab reports
When an order for a reference lab is placed, the result may come over via fax. Staff will follow the steps listed below to ensure proper hand off for results to be given to the patient’s clinician in the event the results do not come back on the same shift the specimen was sent on.  These steps can also be used if the Send Out department has closed for the day on weekends:

1st Shift to 2nd Shift:

1. The clerk/Send Out Tech will notify the Lead Tech or Charge Tech on the 2nd shift that a Stat level has been sent out and  results are pending.

2. The clerk/Send Out Tech will document the information of the pending specimen in the Central Processing 

     communication log book located in Central Processing.
3.  2nd shift Lead Tech or Charge Tech will sign off on the CP communication log book.  

4.  The reference lab will call the EMCP or EMCP EP lab to report the results and give notification that a fax has been sent.

5.  The person receiving the report (on the 2nd  shift or after Send Out is closed) will be responsible for contacting the clinician about the report and also have the toxicologist on call paged to notify him/her of the results.  
6.  The information of who was contacted must be documented in the comments section of the requested test by the person who contacted the Clinician and in the communication log book.
7.  The actual faxed report will be placed in the Send Out department for the Send Out Tech to verify in Aescis and send to Medical Records.

2nd Shift to 3rd shift:

1. The clerk/ Tech will notify the Lead Tech or Charge Tech that a Stat level has been sent out and 

     results are pending.

2. The clerk/ Tech will document the information of the pending specimen in the Central Processing 

     communication log book located in Central Processing.  

3.  3nd shift Lead Tech or Charge Tech will sign off on the CP communication log book.  

4.  The reference lab will call the EMCP or EMCP EP lab to report the results and give notification that a fax has been sent.

5.  The person receiving the report on the 3rd shift will be responsible for contacting the clinician about the report and also have the toxicologist on call paged to notify him/her of the results.  

6.  The information of who was contacted must be documented in the comments section of the requested test by the person who contacted the Clinician and in the communication log book.

7.  The actual faxed report will be placed in the Send Out department for the Send Out Tech to verify in Aescis and send to Medical Records.
3rd shift  to 1st shift:

1. The 3rd shift clerk/ Tech will notify the Lead or Send Out Tech in Central Processing (or the Supervisor) that a Stat level has been sent out and results are pending.

2. The clerk/Tech will document the information of the pending specimen in the Central Processing 

     communication log book located in Central Processing.  

3.  Central Processing Lead Tech or Supervisor will sign off on the CP communication log book. 

4.  The reference lab will call the EMCP or EMCP EP lab to report the results and give notification that a fax has been sent.

5.  The person receiving the report will be responsible for contacting the clinician about the report and also have the toxicologist on call paged to notify him/her of the results if the Send Out Tech is not available.  If the Send Out Tech is available, they will be responsible for this task. 

6.  The information of who was contacted must be documented in the comments section of the requested test by the person who contacted the Clinician and in the communication log book.

7.  The actual faxed report will be placed in the Send Out department for the Send Out Tech to verify in Aescis and send to Medical Records
C. Requesting tests from Reference Labs

There may be times when a Physician requests reference lab results.  If the Send Out Tech is unavailable, use the information below to contact the reference lab to retrieve lab results.
Lab Corp: 1-877-442-4217 Acct# 37115880

Quest: 1-866-697-8378 Acct #9768

Focus:1-800-445-4032 Acct # 7213

1. Call number

2. Give Acct number

3. Have results to the CP fax 215-456-7836
4. Leave a copy of the results for the Send Out Tech so it can be scanned into the patient's chart

5. Document in the comments field who the test was given to.

VIII. SPECIAL INSTRUCTIONS FOR Handling, Processing & Transporting of Laboratory Samples

1. Refer to CP01.011.01 for specific instructions on specimen transporting.
2.    At EMCP, unused transport buckets are stacked upside down to prevent specimens from getting misplaced.
3.
Lab Specimens requiring special handling instructions:
a.
24 Hour Urine – Collection, Additive, Storage:
i. Central Processing gives 24 hour urine containers to requester.  For tests requiring a preser-vative, the Central processing Tech ensures that the preservative, along with the proper amount, is placed into the container prior to giving the bottle to the requester.  
 (See Appendix D1 for preservatives and amount).
ii. After receiving a 24 hour urine from location, Central Processing in-labs specimen and delivers to urine section of the laboratory.

b.
Microbiology – Blood Cultures, MRSA Swabs, etc:

Central Processing processes the specimens and delivers them to Microbiology.  Adm MRSA, Rapid Influenza/RSV Tests are STAT tests and must be processed and delivered as such.  For Influenza Tests, a log book with the date and time of arrival must be signed by a Micro Tech signifying the receipt of the sample.  The log book is kept in the Central Processing area.

In the event an ADMRSA cannot be brought immediately to Micro, the Central Processing clerk can notify Microbiology by turning on a switch connected to Micro which will alert the department that an ADMRSA needs to be picked up and processed.

At EMCP, transport buckets are stacked upside down to prevent specimens from getting misplaced.

c.
PCR Testing – EDTA plasma:
Central Processing will spin down the tube.  After removing plasma and putting plasma in an aliquot tube, the specimen is immediately placed in the rack designated for PCR Testing in the Central Processing Freezer.  No PCR test is shared with another tube.  

d.
Special Coagulation – AT III, Factor Assays, etc. 

Central Processing will spin down the tube.  After removing plasma and putting plasma in an aliquot tube, the specimen is immediately placed in the rack designated for Send-Out Testing in the Central Processing Freezer.    

e.
Instructions for handling Bone Marrow Specimens:

i.
The Physician (or other Clinician) gives all Bone Marrow samples to a Central Processing Clerk.
ii.
The Physician signs the patient’s information in the Bone Marrow Log Book, located at the front desk in the Central Processing area.  An order form must accompany the specimen.  In the event an order form is not filled out, the clerk gives the Physician a histology form to fill out.
iii.
After receiving the bone marrow sample, the clerk immediately:

· Ensures bone marrow slides are individually labeled with a pencil.  Take all slides to hematology.

· Flow samples are given to the send out bench to be sent to a reference lab for analysis.

· All cytogenetic studies ordered on the sample, must be kept at room temperature.  Specimens are sent to a Reference Lab.  

· All remaining samples go to Histology.
***Special Notes:  

· Contact the Hematopathologist regarding questions  about the processing of Bone Marrow samples after hours, Monday through Friday.  On weekends - contact the Pathologist on call.

· After 5pm, Monday through Friday, specimens going to Jefferson Hospital can be sent to their Central Processing area via courier.   

f.
Delivery Instructions for AP specimens



Central Processing staff delivers specimens to both the Histology and Cytology departments:
· Specimens arriving in Central Processing are taken to Histology between 8 a.m. until 5:00 p.m.  After 5:00 pm, specimens are stored in the Central Processing refrigerator until the next business day for Histology.  

· All samples are checked for any Clinical Pathology specimens BEFORE taken to the Histology or Cytology Department.  

· Regarding STAT specimens delivered to EMCP; the specimens are taken immediately to the Histology processing area.  Specimens MUST be handed to a person.  Leaving specimens on the counter without personally handing it to a Histology staff member is unacceptable.
  g.       Body Fluids

            See Procedure CP01.009 for complete processing and transporting instructions.

        h.    Urology Samples from Elkins Park
         Urology specimens from Elkins Park Physicians offices require proper outpatient laboratory registration and will be dropped off to the Elkins Park lab by the Urology physician office staff as they are collected. Elkins Park laboratory staff will make copies of the paperwork that accompanies the sample and keep a copy in a designated binder.  Specimens are packaged for transport to EMCP or performed at EMC-EP if ordered “stat”.  (See procedure CP01.011 for transport procedure)  Urine and blood (after centrifugation) samples require refrigeration.  Pathology samples fixed in Formalin can remain at room temperature.  Specimens received after the first schedule pickup on Fridays will be processed and sent with the second scheduled pickup to EMCP.
         Urology Samples requested may include: 
· Urine (for culture, urinalysis, or cytology).  Urine specimens must be aliquoted according to the test being requested.  Urines requiring multiple tests, will be separated into a culture tube (boric acid/C&S preservative tube) for Microbiology; Plain red top tube (No preservatives) for urinalysis; Equal amount of Saccomanno fluid must be added to remaining urine sample for cytology.  
· Blood - Blood will be spun and aliquoted if necessary.  
· Pathology samples

A Cytology or Pathology form from the Physician’s office must accompany specimens for cytology or pathology requests. Specimens will be refrigerated until the next scheduled EMCP pick up.  Note: Biopsies do not need refrigeration if fixed in formalin.
IX.   Phlebotomy
Central Processing Clerks are also responsible for blood collection at various times and locations.  Clerks who are not skilled in phlebotomy work in the Central Processing area of the Laboratory only.

1.
Moss Rehab at Elkins Park – Monday-Friday 0600 and 1400 

Saturday, Sunday & holidays 0600 rounds only (no 1400 rounds)


*1400 rounds collected by Elkins Park staff only

2.
Moss Rehab Tabor Road – Monday through Friday, 0600 and 1400 rounds



Saturday, Sunday, and Holidays 0600 rounds

3.
Willowcrest-Bamberger – Monday through Friday 0600 and 1400 rounds



Saturday, Sunday, and Holidays 0600 rounds 
4.
Klein 100 (Outpatient Lab) – Monday through Friday, 0800-1600 



(As a courtesy, the OPL opens at 0700 on Wednesdays) Closed Saturday, Sunday and holidays.

5.
EP OutPatient Lab  -  Monday-Friday, 0830 to 1600.  Closed Saturday, Sunday and holidays.
6.   Acadia Behavioral Hospital – Monday through Saturday, Holidays*:0500-1000



 *If holiday falls on a Sunday, no collection is scheduled.



Holiday start time is 0600 

A.   Procedure for Phlebotomy at Acadia

1. A Provider Request Form will be filled out by an Acadia Physician or an Einstein referring Physician for each patient requiring phlebotomy collection. (See Form CP01-002 Form F)
2. The Provider Request Form will be attached to an Einstein Laboratory Requisition Form (See CP01-002 Form G) 
3. The 2 completed forms for each patient will be placed in the mailbox holder outside of the 3rd floor laboratory the evening before the scheduled collection.
4. The phlebotomist will collect the requested specimens from the patient
5. The phlebotomist will register the patient and order the requested tests in Cerner. (See procedure CP01-012 for details)
6. The phlebotomist will label and package the specimens to be ready for transport.
7. On Monday through Friday, the specimens will be taken to the 1st floor mailroom for pickup.

8. On Saturdays and holidays, the specimens will be taken to the 1st floor security desk for pickup.

X.
REGISTERING Specimens from OUTSIDE MEDICAL ORGANIZATIONS OR GROUPS
Specimens submitted from other hospitals or outpatient medical groups other than from Klein 100 need to be registered into our computer system.  This enables us to maintain permanent record of orders, test results and billing information.
Procedure:
1. Specimens arrive in Central Processing via client messenger.
2. Patients not registered in the Hospital Information System (AeCIS) must be done prior to any ordering in the LIS.  This is to generate a Financial Number.  Once a Financial number is in place, orders are placed in the LIS using the DOE (Departmental Order Entry) function.

**Note: Specimens are registered in Klein 100.  For specimens received in the lab before registration, Central Processing can fax the request form to Klein 100.  Klein 100 notifies the laboratory once the patient is registered.  If specimens are received after hours, the specimens are delivered to the appropriate department with a copy of the requisition form.  The specimen will be registered the next business day.
3.
Once orders are entered, labels are generated.

4.
Apply proper LIS label to tube and deliver to appropriate lab section.

5.
Tests are run and results entered by individual lab sections.  Abnormal results are handled the same as the established laboratory protocol.
XI.
Order Entry of Research Clients

1. 
Use the DOE (Department Order Entry)

2.   Put in the patient’s name.  Select appropriate encounter.

3.   Order tests requested on research slip.

4.   Before adding test to the scratch pad, put the (H) N # in the field under IRB Study Number
5.   Submit orders.

6.   Place labels on tubes and deliver to appropriate department for analysis.

7.   Leave results (attached to the research request slip) in appropriate bin for responsible Tech. 

             XII.   QUICK REG

1.  Use the DOE (Department Order Entry) 

2.  Change ‘Client’ by using the drop down arrow to ‘Health Services’
3.  Put in Patient’s name.  Click the elliptical (…), then click  ‘Add patient’.

     (If the patient is already in the system, click ‘Add Encounter’
4.  The facility name will come up.  If not, put ‘Lab Only’ Click ‘OK’
5.  Fill in all blank information spaces.  Ensure collect date and time is correct.

6.  Select Location of patient from the drop down menu.

7.  Click ‘Complete’
8.  A Financial number will be generated.  Use this number to order tests in DOE.
XII.  LABORATORY RESULT REPORT DELIVERY (RRD) for PHYSICIANS

The following steps are to be used by both EMCP and EMC EP Laboratory staff when a Physician 
(or Physician’s office) request laboratory test results, but does not have the network’s automatic test result 
delivery system. 
1.  Central Processing will relay information about RRD to the caller so that future patient results will 

                            automatically be faxed to office once testing has been completed.

2.  Central Processing will fax RRD form (See CP01.002 Form E) to requesting Physician’s office.

3.  Physician will send form back to CP Supervisor.

4.  CP Supervisor will scan the form then send the request to the IT Service Desk.  A copy of the Physician’s

     request form will be attached to the  IT service request ticket.
5.
 The Central processing supervisor will keep the scanned form in the IS procedure manual folder located on the H drive.
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