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Shipping to Non-Mayo & ARUP Reference Laboratories: 

 
Please use this guide to properly prepare specimens and paperwork for non-Mayo reference lab testing. 
 
Your assistance in completing preparations will help ensure that there are minimal delays in getting the 
specimens out and getting results back in a timely manner. 
 
For any questions not answered by these guidelines please call MIBH Lab Customer Service at 607-547-
3866 or CLP at 607-547-3975. 
 
MIB Lab be sure to log all specimen being sent out on the appropriate log.  
 
On the copies of the requisitions, any field that is highlighted needs to be filled in.  
 
Or, you may call a reference lab directly for test/shipping information using the following contact 
numbers: 
 

Reference Lab  Phone  # Account Number  

Albany Medical Center  518-262-4549 NA 

ARUP  800-522-2787 295492 

Athena  800-394-4493 38728 

LabCorp 800-631-5250 31513500 

Mayo Medical Lab  800-533-1710 MIB-7034108 

Monogram 800-777-0177 00431 

Quest 800-336-3718 11204 

NYSDOH  518-474-4177 NA 

URMC  585-758-0510 OPT #3 50790 

Viracor 800-305-5198 3855 

 

**Please note: If a patient’s blood has to go outside the Bassett Network for testing 

due to the patient’s type of insurance, it is the responsibility of the lab or clinic 

collecting the specimens to arrange for transportation and to send all necessary 

paperwork and insurance information. These specimens should never be sent to MIB 

to be forwarded, and they should never be billed to any Bassett reference lab account.  
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Transplant bloods (sent via UPS) 

 Always open each tube to ensure it has been collected and labeled. 

 Patient identifiers are different for clots; many only require last 4 digits of SSN and patient 
initials or partial name. This is ok. 

 Order in LIS as TRANBLD.  

 Send a copy of the requisition. Make copy of requisition to keep on file.  

 Store and ship at room temperature. 

 The complete shipping address should be available on the requisition or on the container. If no 
address is given, call the location where the specimen was collected. Ensure the address put on 
the UPS label matches the address given, especially room and department specifics. 

 Not shipped on Fridays, but should be packaged and held in processing.  

 Create an entry in the non-Mayo send out log 

 Save a copy of the UPS label in the UPS file. 

 Create an entry in the non-Mayo send out log.  

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 
 

Stats to AMC (sent via stat LabLogistics courier) 

 Process the specimens as necessary for the test(s) being performed. 

 Fill out the appropriate requisition, ensuring the following information appears (all are 
REQUIRED): Make copy of completed requisition to keep on file. 

o 2 unique patient identifiers 
o Collection date and time of the specimen 
o Ordering provider information 
o Appropriate tests are check-marked or handwritten on 
o Tests are marked STAT as appropriate. 
o Include the ordering provider’s fax information as well as fax info for CLP. Clearly 

indicate they should fax results STAT to both numbers. 

 Order in LIS with correct test code. (If testing is being sent due to instrument at MIB being down 
the original testing needs to be TNP with comment of “Testing being sent to *** for testing.” 
and reordered with a miscellaneous test code.)  

 Place the specimen in a clear specimen bag with the paperwork in the pocket. 

 Call LabLogistics or use the Rapid Ship interface to request a stat pickup. 

 Fill out the “Special Trip” courier form including our contact information and the address of the 
lab it is going to. Indicate the temperature requirements of the specimen on the form. Indicate 
that it is STAT. 

 Staple the form to the specimen bag and store in the courier area at the appropriate 
temperature. 

 Create an entry in the non-Mayo send out log. 

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 

 When results are received in the lab: 
o When the results are received into the lab deliver STAT to Customer Service to be 

scanned into LIS. If results are unable to be scanned into LIS manually fax results to 
ordering doctor.  

https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/674a51c-lab-form-6459-transplant-bloods-req-18.pdf
https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/a9d7d98-amc-req.pdf
https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/a9d7d98-amc-req.pdf
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URMC (sent via daily courier pickup @ 1900*) 
 All specimens for URMC must have the URMC requisition filled out to send with the specimen. 

Ensure the following information appears on the req (all are REQUIRED): 
o  Patient name, male/female, DOB, MRN 
o Referring physician name, physician signature (if ordered in LIS transcribe the physicians 

name and indicate that Electronic signature on file)  
o Hospital status, ID# (accn #), body site (peripheral, bone marrow or core biopsy etc.), 

check appropriate boxes/mark number of each specimen type sent 
o Under Clinical History: Provider must fill out the diagnosis info, if electronically ordered 

reprint the requisition from Epic to send with the specimens.  
o Appropriate tests have been check-marked 

 Submit billing for this visit with every patient  

 Make sure that all test are ordered in the LIS. 

 Print the most recent CBC results to send with the specimens.  

 Make copy of completed requisition to keep on file. 

 Place all specimens into a small specimen bag and then into a large clear courier bag.  

 Fill our URMC tracking log and attach to large courier bag. This does not need to be logged on 
the non-Mayo send out log 

 Place the bag in the designated space for URMC pickup. 

 When the courier comes in the evening, the driver will verify the log and initial the log. A CLP 
person will verify and initials on the log. The yellow copy of the log will be kept in CLP in the 
binder designated URMC Logs.  

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 

 

https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/5c7495d-12.4.18-urmc-req.pdf
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Quest (sent via Quest courier ) 

 Process the specimens as necessary for the test(s) being performed. 

 Be sure that all testing is ordered properly in the LIS.  

 Is specimen being sent to quest due to patients insurance?  
o No- Enter orders into Quest Quanum   
o Yes: Fill out the proper Quest requisition. Ensure all of the following information 

appears on the requisition (all are REQUIRED): 
 Fill out patient info: Patient name, sex, DOB, age, patient ID (MRN), specimen ID 

(accn #), draw date, draw time 
 Physician name 
 Specimen type (serum, plasma, etc), temp, # tubes, total tests 
 Appropriate test(s) are check-marked or handwritten on. Include Quest test ID 

number.  
 Mark Bill To Insurance 
 Print patient insurance information and send with sample.   

 Keep copy of completed requisition to keep on file. 

  Place the specimen into a specimen bag and place copy of the requisition in bag . 

 Store in the appropriate designated quest bin in the freezer, fridge or on the counter. 

 Create an entry in the Quest transport log.  

 Contact Quest to schedule a pick up at 866-697-8378 Client ID of 6075473456 

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 

 

https://bassett.testcatalog.org/catalogs/191/files/12304https:/cas2.questdiagnostics.com/ssl/care360.wls
https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/d8c3d2c-quest-req.pdf
https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/d8c3d2c-quest-req.pdf
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LabCorp 
 Process the specimens as necessary for the test(s) being performed. 

 Be sure that all testing is ordered properly in the LIS.  

 Fill out the appropriate laboratory requisition. Ensure all of the following information is included 
on the requisition (all are REQUIRED): 

o 2 unique patient identifiers 
o Collection date and time of the specimen 
o Ordering provider information 
o Appropriate tests are check-marked or handwritten on Include performing lab test code. 
o Informed consent has been obtained as necessary 
o If specimen is being sent to LabCorp for insurance reasons mark Insurance Bill  

 Print patient insurance information and send with sample.   

 Make copy of completed requisition to keep on file. 

 Package the specimen appropriately according to the shipping instructions for the test(s) 
needed. 

 Create an entry in the non-Mayo send out log  

 Contact LabCorp at 800-631-5250 client ID 31513500 to schedule a pick up 

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 

 

 

https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/5c30e18-labcorp-req.pdf
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Athena, NMS, Viracor-IBT, etc. (sent via UPS) 
 Process the specimens as necessary for the test(s) being performed. 

 Be sure that all testing is ordered properly in the LIS.  

 Fill out the appropriate laboratory requisition. Ensure all of the following information is included 
on the requisition (all are REQUIRED): 

o 2 unique patient identifiers 
o Collection date and time of the specimen 
o Ordering provider information 
o Appropriate tests are check-marked or handwritten on Include performing lab test code. 
o Informed consent has been obtained as necessary 

 Make copy of completed requisition to keep on file. 

 Package the specimen appropriately according to the shipping instructions for the test(s) 
needed. 

 Create an entry in the non-Mayo send out log  

 Save a copy of the UPS label in the UPS file 

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 
 

 

https://d2xk4h2me8pjt2.cloudfront.net/webjc/attachments/191/e35cc98-viracor-req.pdf
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Monogram (sent via LabCorp courier) 
 Process the specimens as necessary for the test(s) being performed. Use lab manual to assists 

with the proper processing of specimens.  

 Be sure that all testing is ordered properly in the LIS. 

 Fill out the Monogram requisition. Ensure all of the following information is included on the 
requisition (all are REQUIRED): 

o Date/time collected, date/time processed, patient name, sex, DOB, MRN, accn# 
o HIV diagnosis code (obtained from LIS, ask for help from team leader or manager), HIV 

viral load (obtained from LIS, look up results from latest HIV viral load) 
o Referring physician, contact info 
o Appropriate test(s) check-marked 

 Make copy of completed requisition to keep on file. 

 Place the specimen(s) into a Monogram specimen bag and place the paperwork in the pocket. 

 Store in the black box at the appropriate temperature. 

 Contact Monogram Client Services at 1-800-777-0177 to arrange pickup 

 Create an entry in the non-Mayo send out log  

 Once specimen is shipped place on a packing list to the non-interfaced reference lab. 

 
 


