R99 Lab Ordering Process – Reference Tool for Investigators/Study Coordinators
Process agreed upon during Ad Hoc mtg- 4/15/08; Implementation of Changes 4/28/08

Once your study has been approved an R99 account number will be assigned by Shands Patient Financial Services (PFS).  PFS will notify all necessary parties via email, including Shands Lab Administration.  Lab Administration uses their notification to create yellow lab order forms for your study listing only the lab tests that were approved for that particular study.

If Study Coordinators (SC) obtain K accounts for study patients in advance it is helpful for all parties involved and may reduce an outpatient’s wait at the clinic. Please see http://ctc.health.ufl.edu/postAward/post_award_Study_Participants.shtml#Participants_Registration for instructions on how to obtain a K account.
Inpatient R99 Lab Orders

If orders are written in patient chart on floor and ordered in HIS/OASGold:

VERY IMPORTANT TO FOLLOW ALL STEPS TO AVOID PATIENT BEING BILLED
1. Study Coordinator writes order in patient chart and the clerk orders tests on the patient floor in the HIS/OASGold system. This order triggers the patient to be on the phlebotomy draw list.  This avoids the patient getting stuck twice if they have Standard of Care tests ordered the same day.  Orders written in patient chart must be clearly denoted in chart as “Research”. 

2. Study Coordinator completes the yellow lab order form, checks box 2. Inpatient – Orders placed in HIS/OAS Gold, prints name of person submitting the order, initials and dates  that area of form.  

3. Study Coordinator faxes form to LAB ADMIN at Rocky Point Lab confidential fax# 265-9912.  This must be faxed the same day the order is placed.  (Note: If the SC fails to fax the form, Lab Admin will not know that an order was placed on the IP acct and the patient will be billed.)

4. Study Coordinator keeps original in study files for documentation/reconciliation purposes.  

5. Lab Admin at RPL will use the faxed document to verify what acct it was ordered on, credit the tests on IP acct, charge test to study K account.  Performs Lab internal reconciliation process.

If blood is drawn by Nurse or Study Coordinator and taken to Lab:

1. Study Coordinator completes yellow lab order form, checks box 3. Inpatient – Blood drawn by Nurse/Study Coordinator, and takes the form with the specimen to the Lab for testing.

2. Lab staff use information on form to enter order on Inpatient account (so results will print at nursing station).

3. Lab staff forwards original form to Lab Admin at RPL.

4. Lab Admin receives form and verifies how/what acct it was ordered on.  Performs Lab internal reconciliation process.  Credits IP account and charges K account.  Lab Admin keeps original R99# form on file for that study.


Outpatient R99 Lab Orders

1. Study Coordinator completes yellow order form, marking box 1. Outpatient.  Patient or Sample presents to lab draw station with the completed order form.  If presents without order form, SC must be contacted.  

2. Lab staff checks to see if patient has valid K account.  If yes, order is placed on existing K account.  If no, Lab staff forwards paperwork to Fin Rep for K acct or uses Demand OT if Fin Rep is not available. 

3. Lab staff enters all orders in HIS on appropriate account, processes & results tests. Alpha-numeric MRN orders are placed in Sunquest Lab system.

4. Lab staff sends original order form to Lab Admin at RPL immediately. 

5. Lab Admin receives form and verifies that it was ordered properly on K account. Performs Lab internal reconciliation process and makes corrections to charges if needed. Lab Admin keeps original R99# form on file for that study.


** All lab results go to LCR unless alpha-numeric MR# used. **

