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Title: REQUISITION COMPLETION FOR 
ANCILLARY SERVICES WITH UMC(LAB, 
RADIOLOGY, EKG, REHAB. Etc.) 

Policy Number: EP 3.7 

Regulation 
Reference: 

 Effective Date: 5/2013 

 
Policy Statement: 

It is the policy of Paul L. Foster School of Medicine Clinics to provide correct and complete 
documentation on all patient requisitions sent to other service providers. 
 

Scope and Distribution: 

This policy involves the active participation of all Paul L. Foster School of Medicine faculty, 
staff, students and visiting faculty, staff and students. 
  

Procedure: 

1. Current forms for ordering ancillary procedures from University Medical Center 
(Laboratory tests, Radiology procedures, etc,) will be secured by Department 
Administrator, Head Nurse or designee. 

 
2. Forms for ordering lab tests, radiology procedures and other ancillary services will be 

placed in an area(s) easily accessible to providers who may be ordering for patients. 
 

3. MD faculty, Residents, PA’s, APN’s (MLP’s) or anyone else who may order patient 
testing is responsible to ensure that they understand how the forms are to be 
correctly completed.  Residents and MLP’s will include the supervising faculty NAME 
(Not Signature) on all outpatient orders. Billing can only be done under faculty 
names. 

 
4. All ancillary requisitions will be completed by the provider.  Although the clinic staff 

may assist by checking requisitions given to patients before they leave the clinic, it is 
the ultimate responsibility of the provider to assure that the requisition is completely 
and correctly filled out and legible. 
 
All forms are to be completed with all required information. 
 
Please see the attached sample forms for Laboratory and Radiology and note the 
required information. 
 

a. Patient Name: Complete name (as registered) and DOB must be placed on 
all requisitions. Some requisitions require last name first. 
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b. Clearly mark or state which exam or test is ordered:  
 

On laboratory requisitions – use the “check off” lists for all tests listed - 
write in test, in “other”, only when test not included on the checklist.  If check 
box at column heading is checked, all tests in that column will be done. 
 
On radiology requisitions – Complete the space – “Exam requested.” 

 
c. Clinical Information/ ICD-9 Code/ Diagnosis: 

 
The reason for the exam or test must be included on the requisition. 
 
For X-Ray requests – the provider must enter clinical information in a 
narrative style on the middle of the form.  Diagnosis and any pertinent clinical 
history that will assist the Radiologist must be included. 
 
For lab requests – at the upper 1/3 of the form on the right, there is a space 
for Diagnosis/ICD 9 Code.  If the patient has only one diagnosis, enter this 
one diagnosis.  If the patient has more than one diagnosis for which tests are 
being ordered enter all diagnosis or ICD-9 Codes.  
 

d. “Special instructions”: should be entered on either form. 
 
On Radiology requests – “special instructions” is an area near the bottom. 
Include whether the patient must present with a full bladder, fasting, etc.  If 
“STAT” and Call Physician” is required enter this information here and include 
a phone number and person to call. 
 
On Lab requests – enter Clinic location in box at upper (R) - for collection 
Date and Time and Fasting/Non-Fasting complete box at bottom right of form. 

 
e. For both Lab and Radiology – it is very important to note the clinic location 

in case more information must be obtained from the clinic and so that results 
can be forwarded to the appropriate clinic. 
 

f. On Radiology requisitions – for tests that require precertification, please 
enter precertification number in the “comments” area.  (Just above printed 
name of the physician.) 

 
g. The Physician ordering the tests must sign the requisition.  Space for 

printing the Physician name is provided so that should Radiology or the Lab 
need to contact the person ordering they can read the name.  When 
Residents order any OP testing they must enter the NAME of the 
faculty/supervising faculty – not the signature of the faculty. 
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5. Special Laboratory instructions: 

 
a. If a specimen is being sent to the lab, instead of sending the patient, send a 

copy of the patient’s current insurance card and face sheet with insurance 
information along with the specimen and requisition. 

 
6. Clinic staff may assist the provider in completing requisitions as appropriate, e.g.:  

completing patient information portions of requisitions with patient assistance, 
making appointments for tests/procedures, obtaining precertification, etc. 

 
7. Clinic staff will assist patients in any way practical with understanding directions for 

tests or procedures, explaining procedures or tests, directing to testing sites, noting 
dates and times for tests or procedures, following up with providers on orders written, 
etc. 

 
8. Laboratory specimens will be properly labeled, packaged for safe handling, and 

transported to the lab.  Patient’s current insurance information will be stapled to the 
requisition.  An updated face sheet should contain this information. 

 
9. When lab testing is complete results are available online and hardcopies are sent to 

clinics.  Stat lab results and critical values are to be called to clinics. 
 

10. Medical Director and Nurse Manager of clinics are responsible to develop a process 
for review of all returned lab and ancillary department results before they are placed 
in the medical record. 

 

 
Policy Number: EP 3.7 Original Approval Date: 10/2000 

Version Number: 5 Effective Date: 5/2013 

Signatory approval on file by:  
Michael J. Romano, M.D. 
Clinic Operations Committee Chair, Paul L. Foster School of Medicine, El Paso 
Associate Dean of Clinical Affairs, Paul L. Foster School of Medicine, El Paso 
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